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Now! Electric typing Jv 
for every office 
The new Smith-Corona Electra 12 costs 


less than any office typewriter, electric or 
manual! Designed and priced for every 
business, the sturdy Electra 12 is fast and 
easy to operate. Any typist can produce E 
print-perfect results. And the compact | 
Electra 12 is less than half the price of ® 
2 
|. 


— rer’s list) hange. F.£. Tax extra, 


other electrics. Send for free trial now. 
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MAKE WAY FOR TODAY! 


eae he 


NEW ACME VISIBLE ROTARY 
handles more records, faster, in 
50% LESS SPACE! 


The modern Rotary look in your office 
looks even better in your books. For this Raw v: SIBLE 
revolutionary advance in record han- 
dling saves up to 50% in high-cost floor | 
space while it gives quick access to as | 
many as 250,000 records. In billing, | 
order dispatching, inventory control, tab | 
card filing and customer service opera- | 
tions, it ends expensive waste motion. 
| 
| 
| 
| 











World’s largest exclusive makers of visible 
record systems. 


““**AE VISIBLE RECORDS, Inc. 
2204 West Aliview Drive, Crozet, Virginia 


Please send free report on the ‘‘Revolution in 
Record Handling’ . . . showing many types and 
sizes of power and manual Rotaries. 


NAME. TITLE 





Work rotates to the worker with push- 
button speed! A new “Report” shows 
how Rotaries save time, money, space 
for industry, utilities, transportation. 


SEND COUPON for FREE COPY. 
For More Information Circle No. 239 
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nroe machines are available 
hrough “Figures Unlimited” 
>quipment leasing plan including 
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from Monroe about it today. fo} 
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Job Performance of Office Workers 
It will become increasingly difficult to hire younger office workers. Here 
is a Dept. of Labor’s Bureau of Labor Statistics analysis of the compara- 
tive performance of office workers by age groups. 
Preventive Maintenance Cuts Office Machine Downtime 
Office machines are links in a data chain extending throughout the com- 
pany. When a link fails, others must carry additional loads. E. P. Leppy 
Visib'e Record System Helps L. A. Collect Traffic Fines 
Fines pyramid with each additional traffic violation. Records of all vio- 
lators are maintained in visible files for one year. 
How to Determine the Total Sample Size for Work Sampling Studies 
The author believes that misleading techniques are commonly used to 
figure the size of the sample. He reviews the three methods and points 
out the pitfalls of each. JOHN A. RITCHEY 
Whiteprint Master in Form Speeds Order Processing 
A redesigned form allowed shipments to be made faster, reduced clerical 
costs and improved customer good will without an investment in high-cost 
equipment. ERNST HARPUR 
How to Use Timeclocks 
How many timeclocks should you have? Where should they be located? 
What different jobs can a time recorder do to improve your clerical 
work? Jack TAYLOR 
The Effective Use of Incentives 
If self-interest were the only factor required to induce actions which lead 
to self-betterment, safety work would be an easy job. But management 
cannot depend entirely on the employees themselves. Harry L. Wy Lit 
How to Select Airconditioning Equipment 
A review of the advantages that airconditioning has brought to offices and 
a rundown on the types of equipment available, what they cost and how 
they are used. GoRDON V. BonD 
The Beginning of Modern Scientific Management 
How a Congressional investigating committee and “efficiency” quacks 
harassed the pioneers of scientific management LestieE H. MATTHIES 
Publisher Uses Computer to Set Tabular Work 
After the computer calculates statistical tables, its printed output becomes 
reproduction copy from which the tables are printed in page format, ready 
for binding. DaviD THORNDIKE 
Computer Comparison Chart 
How a Binary Computer Does Arithmetic 
A computer is really a simple fellow who does arithmetic in a simple, 
roundabout way. But he does it so fast, people think he has a magic 
brain. JAMES H. GREENE 
The Monrobot Mark XI: a Low-Priced Computer 
THE OFFICE’s 25th Anniversary 
The oldest existing publication edited for office executives completes its 
25th year. Take a brief look backward with us to 1935 and see how 
much (or how little) things have changed. 
“The Office”’—Herald of Scientific Management 
In every era there has been someone who was far ahead of his times. 
Such a man was the publisher of “The Office” in the 19th century. 
Copying Machines Save Retyping at Encyclopaedia Brittanica 
THE OFFICE Product Index 7 New Products 
New Books 42 Literature from the Manufacturers 
Camera! 59 News of the Office 
Right or Wrong in Employee Relations 107 News of the Industry 2 
Automalic Sysiems 139 National Conference & Exhibit Calendar 293 
As We See It 296 


CIRCULATION OF THIS ISSUE OVER 54,000 





STORE ’EM 


PRONTO 


FILE EM 


PRONTO 


Free your expensive files by transferring your 
old records into low cost Prontos and use your 
expensive steel cabinets over and over again. 


20 DIFFERENT SIZES 
a size for every office record 


LETTER j CHECK 

SIZE SIZE 
Find out why top companies everywhere use 
PRONTO STORAGE CABINETS for their old rec- 
ords. Fill in the coupon below and attach it to 
your letterhead . . . We will arrange a Pronto 
Demonstration at your convenience. 


—~-----------~--4 


| PRONTO FILE CORPORATION 
| 415 Madison Avenue, New York 17, N. Y. 


| (1 Please send me your latest Pronto catalog. 
( Have your representative call for demonstration. 
| Name 
| Address. 


| City. Zone 
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William Schulhof, Publisher 
William R. Schulhof, Editor 


James Gorman, Managing Editor 


* 
ADVERTISING OFFICES: 


New York: Office Publications, Inc., 232 Madison 
Ave., New York 16, N.Y. LExington 2-2245 


Illinois & Wisconsin: Fred E. Zindler, 20 N. Wacker 
Drive, Chicago 6, IIlinois. ANdover 3-2668 


Ohio, Indiana, Michigan: Phelps Pratt, Orwell (Ash- 
tabula County), Ohio. Orwell 265 


California: Douglas C. Lance, 1948 Highland Oaks 
Drive, Arcadia, Calif. Elgin 5-6769 
Direct inquiries from other areas to 
New York office. 


* 


Subscriptions: one year $3; two years $5 to U.S. & 
Possessions. Foreign: one year $4; two years $6. 
50¢ a copy. When changing your mailing address, 
please give six weeks’ notice and provide both 
your old and new addresses, as well as your title, 
company name and postal zone number. 


* 


THE OrFice is published the first of every month by 
Office Publications, Inc., 232 Madison Ave., New 
York 16, N. Y. LExington 2-2245. Cables: Wilhof, 
New York. Accepted as controlled circulation pub- 
lication at East Stroudsburg, Pa. Printed in U.S.A. 
® Office Publications, Inc. Entire contents 
©Copyright 1960, Office Publications, Inc. All Rights 
Reserved. Founded 1935. 


Also publishers of : 
La OFICINA (Spanish language annual) 


OFFICE EQUIPMENT EXPORTER (annual) 


The CANADIAN OFFICE (published monthly 
in Canada) 


Member of: 


G52) National Business Publications, Inc. 


Business Publications Audit of Circulation, Inc. $89 a2 





At last-a ballpoint especially 
designed for office use! 





NEW : 
EVERSHARP! - 


BALLPOINT PEN 


ONLY EVERSHARP 
GIVES YOU ALL 
THESE FEATURES! 


Comfort grip for easier, effort- 
less writing 


Porous ball point for speedier, 
neater work 


Longer ink supply to cut 
refill expenses : 2s : 
Choose Lightning in refill- 


: : . j able or nonrefillable models 
Available without clip ~ (39¢, 45¢ and 49¢ retail). Nine 
stunning colors ...5 inks... 
3 ballpoint sizes. 

Attractive quantity dis- 
counts for bulk orders. Order 
from your stationer or office 
supply dealer today. 


to discourage 
pilferage 


For the best writing ever... it’s 


& 
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tH | OF ALL 
wocen| fe | LOW-COST COMPUTERS 
ONLY THE BENDIX G-15 
IS PREPARED 

FOR YOUR FUTURE 
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Before specifying a low-cost computer, ask yourself this question: 















































“Will the computer be adequate for the future, as well as for our present 


computing needs?” 


With the Bendix G-15 you don’t have to worry about out-growing your com- 
puter for years to come. Start with the basic G-15. It comes with every basic 
element you need...an alphanumeric typewriter, a paper tape punch, and a 
high-speed photoelectric tape reader. Then, as your computing needs grow and 
vary, expand your system by selecting from the complete line of accessories 
illustrated above. Sale or rental prices are extremely low, and performance 


compares favorably with systems priced many times higher. Write for details. 


Bendix Computer LOS ANGELES 45. CALIFORNIA 


DEPARTMENT T.-2! 


DIVISION OF BENDIX AVIATION CORPORATION 


For More Information Circle No. 308 





This index, prepared for your convenience, lists the products and services adver- 
tised in this issue. Refer to pages listed for information on each. Further details 
can be had by writing manufacturer direct, or by use of reader inquiry card. 


All numbers below refer to PAGES. Reader inquiry card numbers are at the 
bottom of individual advertisements. 


PRODUCT PAGE PRODUCT PAGE PRODUCT 


ACCOUNTING BOARDS BINDERY TRUCKS CARBONLESS PAPER 
Colonial 227 Super Speed 224 NCR 
Shaw-Walker . 106 Town-Fac 

BINDING, PLASTIC 
ACCOUNTING MACHINES Plastico ........ 7, CARBON PAPER 
Monroe ea Flagship 
National .. 203 BLUEPRINT FILES — 

: Webster 

ACCOUNTING SHEETS —— 
Eye-Ease 118, 119 CASH REGISTER PARTS 

BOOKCASES Cashere " 
ADDING MACHINES 
Add-O-Matic . ; a adh CASH REGISTERS 
Premier .. Regna : 
Regna .. BOOK RACKS 
Swift . Rol-Rack .... 


ADDRESSING EQUIPMENT BOOKS 
Addressograph 30, 31 . CHAIRS 


CASTERS 
Colson . 


‘a6 Reproduction Manual Cuiaite. 


362 Cramer .. 
_ BRIEF CASES Rock-It+ 88 


Quik-Stripper 130 Sharden - (55 Virco 


Scriptomatic 253 HEC TERS 
Visiriter .. 192 BUSINESS SHOWS CHECKWRI 


ADDRESS LABELS National 


ADHESIVES Addo-x .. casatien 

Paste Pen .. oe CLOTHES RACKS 

ANALYSIS PADS — 

Eye-Ease . «lll COFFEE BREAK TIMER 
Monro-Matic 2 Versatimer . 

ATTACHE CASES Odhner . 

Stebco . Totalia COIN CHANGERS 

Sturdex . : Transflo . MP 


BILLING MACHINES CALENDARS COLLATORS 
Notamat Ever Ready Collamatic 

Gathermatic 
BINDER LABELS CAMERAS Halverson 
OP! Premier Goodkin vaemas 


Kenro . 
BINDERS & SUPPLIES COMPUTERS, ELECTRONIC 


Accopress CARBON COPY SETS Bendix 


Faultless : Carbonsets . 
McBee " Duplisette CONTROL BOARDS 


Presto Letterex Boardmaster ... 
Sturdex Rogersnap Visual Magnetic 
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PRODUCT 


CONVEYORS 
Mercury 


COPYHOLDERS 
Cop-e-Eez 
Rite-Line 
Speedrite 


COPYING MACHINES 
Contouramatic 
Copease 
Copycat 
Ektalith 
Goodkin 
Kenro 
Photostat 
Quick Silver 
Thermo-Fax 
Xerox 


DATA PROCESSING, Automatic 
Bendix 
Brady 
Keysort 
Mercury 
Tech Panel 
Teletype .. 


6 

24! 
43 
252 
ISI 
24, 25 


DATING MACHINES 
Krengel 223 
DESK RACKS 


Flash . 
Kleradesk 


DESKS 
H-O-N 


DESK TOP CLEANER 
Lin-O-Kleen 


DICTATING MACHINES 
Cole . 

Coronet 

Stenocord 

Stenorette 

StenOtape 

Telefunken 

Time-Master 

Voicewriter 


DRAFTING EQUIPMENT 
Grifhold 
Varigraph 


DRAIN PIPE CLEANER 
Flush Gun 


DUPLICATING SUPPLIES 


Allied 
Electro-Rex 
Speed-O-Print 
Sure-Rite 


Webster 113 


DUPLICATORS, OFFSET 
Copilith 
A. B. Dick Wi 


Ditto Inner Back Cover 
Dual-Lith Fkacuneecs Se 


134 


PRODUCT 


DUPLICATORS, SPIRIT 
Copease-Banda 
Conqueror 
Ditto 


PAGE 


137 
a calmer 131 
.... Inner Back Cover 


DUPLICATORS, STENCIL 
Liberator 

Rex-Rotary 

ENVELOPE OPENERS 
MailOpener 


ERASER, ELECTRIC 
Presto 


ERASERS 
EraserStik 
Graypoint 


281 
149, 150 


267 
273 


180 
236 


EXPENSE ACCOUNT SYSTEMS 
Traveletter 175 


FACSIMILE MACHINES 
Electro-Rex 


FILES 

Acme Visible 
Atlas 

Business Card 
Corres-Files 
Deluxe 
File-O-Matic 
GF 


Glider 


Map 
Nylo-Glide 
Paige 
Pronto 
Revo-File 
Spacefinder 
Tract-A-File 


FILING SUPPLIES 
Acco 
Ambi-dex 
Amfile 

Avery 
File-A-Sist 
Flash 

OPI Premier 
Presto 
SmithKlips 
Spi-Roll 


FOLDING MACHINES 


Fold-O-Matic 
Pitney-Bowes 


FORMS 
Bedinghaus 

Blue Chip 
Eye-Ease 
International 
Ready-Rite . 
Reynolds & Reynolds 
Rogersnap 
Stevenson & Smith 
Therm-O-Seal 
Transkrit 


FORMS HOLDERS 
Saunders 


PRODUCT 


GRAPH PAPERS 
Codex 


INSERTING MACHINES 
Phillipsburg 

Pitney-Bowes 

KEY CONTROL 

Telkee 


KNIVES 
Grifhold 


LAMINATING MACHINES 
Thermofilm 


LETTERHEAD ENGRAVING 
Dewberry 


LETTERING INSTRUMENT 
Varigraph 


LOOSE LEAF EQUIPMENT 
Amfile 

Eye-Ease 

Faultless 

McBee 

Presto 


MACHINE CONTROL PANELS 
Tech Panel 


MACHINE STANDS 
Tiffany 


MACHINE TIMERS 

Engler 

TRTJ 

MARGINAL PUNCHED CARDS 
Keysort 

Stevenson & Smith 

MEMO PADS 

Ever Ready 


MICROFILM EQUIPMENT 
Documat 

Filmsort 

Photostat 

Thermo-Fax 


118, 
23 

216, 
22 


151 
163 


238 
289 


MOISTENERS 
Ideal 


NUMBERING MACHINES 


Columbia 
Krengel 


132 
223 


OFFSET EQUIPMENT 


(Also see Duplicators, Offset) 
Atlas 162, 260 
Ektalith 

File-O-Matic 

Flip-Top 

Foto-Rex 

Gevacopy 

Goodkin 

Jumbo Shelli 

Kenro 

3M Plates 
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NOW ...colorful, 


Continuous Forms to enhance 
your corporate image! 




















Now available from Reynolds & Reynolds, continuous forms to match your 

family of flat forms in colorful design and beauty . . . enhance your corporate 
image . . . work as an advertising and selling tool to favorably represent your 
company and its products . . . in addition to cutting paper work. 


Your experienced Reynolds & Reynolds representative will be happy to 
review your present continuous forms and submit new designs. If you wish, he 
will also introduce Reynolds & Reynolds famous line of flat forms—Unistyle 
stationery and Uniset forms—so that you can obtain your complete, matching 
line of business forms from one source! There's no obligation for this service. 


. —- 


Write to The Reynolds & Reynolds Company, 
Dayton 1, Ohio, for this 

free booklet “10 Ways To Make Your 
Business Forms Pay Dividends” 


ee 


The Reynolds & Reynolds Company 


DAYTON. OHIO e@ CELINA. OHIO @ DALLAS. TEXAS @ LOS ANGELES, CALIFORNIA 


BUSINESS FORMS AND SYSTEMS SINCE 1866 
Also manufacturers of Post-Rite Pegboard Accounting Systems 


For More Information Circle No. 277 
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PRODUCT 


Program-Matic 
Quick Silver 
Rolcor 

Sun Dial 
Thro-Way 
Varigraph 
Xerox ...... 


PAPER CUTTERS 
Challenge 

Homs i 
Kutrimmer .. 
Ream Cutter 
Triumph 

PAPER DRILLS 
Challenge 121 
Spinnit 202 
PAPER HANDLING COMPOUND 
Sortkwik 194 


PAPER SHREDDERS 


13D ou 291 
Shredmaster 18 


PAPER TRUCKS 
Super Speed 


PAPERS, CARBONLESS 
GR 4<<; 48 
Town-Fac 254 


PAPERS, DUPLICATING 


Gilbert . 78 
Kimberly 115 
Mackinac 188 
Manifest 145 
Nekoosa 
Triad 56 
Trim-Pak 
Waylite 


76 
232 


224 


PAPERS, GRAPH 
Codex 


PAPERS, LEDGER 


Defendum 
Kimberly 


PAPERS, LETTERHEAD 


Gilbert Bond 

Hamilton Bond 
Kimberly Bond 
Mackinac Bond 
Manifest Bond 
Nekoosa Bond 
Triad Bond 


PAPERS, ONIONSKIN 
Gilbert .. “- 


PAPERS, TRANSLUCENT 
Patapar 


PASTE PEN 


PAYROLL SYSTEMS 


Colonial 
Shaw-Walker 


10 


PRODUCT 


PENCILS 


Color-Tex .. 
Noblot 
Venus 


PENS, BALLPOINT 
Handi-Pen 
Lightning 

Noblot 

Scotty 

Venus 
PERFORATORS 


American 


PHOTOCOPIERS 
(See Copying Machines) 


PUBLICATIONS 
La Oficina 
Systemation 
PUNCHED CARD CORRECTION 
Brady 241 


RIBBON FABRICS 
Textile Cutting ... 


RIBBONS, INKED 


Duralon 
Nu-Kote .. 
Silk Gauze 
Stylewriter 
Tensilar 
Vertex 
Webster 


RUBBER STAMPS 
Krengel 


SAFES 


Ever-Safe 
Joeli 


SALESBOOKS 
Ready-Rite 


SHEET PROTECTORS 
Amfile 


SHELVING 


Borroughs 
Erecta-Shelf 


286 
1S! 


SOUND CONTROL 


Acoustinet 
Soundtrol 


SPOT CARBONIZATION 
Transkrit 


STAPLERS 

Bostitch 

Swingline 

STAPLERS, ELECTRIC 
Bates 

Staplex 

STORAGE CABINETS 
Borroughs 


PRODUCT 


TABLES 
Virco 


TABLE TOPS 
Super-Bonded 


TAPES, DOUBLE COATED 
Scotch . 77 


TAPES, MENDING 
Scotch Magic 


TAPES, SELF-ADHESIVE 
Scotch 


TELEPHONE NOISE CONTROL 
Hush-A-Phone 


TELEPHONE STERILIZER 
Steriphone 


TELETYPEWRITERS 
Teletype 


TEMPORARY HELP 
Manpower 


TIME RECORDERS 

Lathem 

Paymaster 

TOWELS 

Disposable Cloth 42 


TYING MACHINES 
Saxmayer 


TYPE CLEANER 
Kleen-Type 247 
Scotch 57 
TYPE COMPOSING MACHINES 
Foto-Rex 150 
Vari-Typer 275 
TYPEWRITER PARTS, TOOLS 
Futuristic Galaxie 

Typewriter Sundries 
TYPEWRITERS, ELECTRIC 
Documentor 69 
Electra Inner Front Cover 
Royal Outer Back Cover 
TYPEWRITERS, PORTABLE 

Cole 
Electra 
Olympia 
TYPEWRITERS, STANDARD 
Olympia . 204 
Touch-Master 69 
TYPING CARD HOLDER 
Palson 


WASTEBASKETS 
Fiberlite 


XEROGRAPHIC EQUIPMENT 
Xerox 58 


210, 211 


259 


263 


287 
285 


50 
Inner Front Cover 
204 


287 


212 
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SPECIFY 


virco<é 


AMERICA'S FINEST FOLDING CHAIRS AND TABLES 


You save on the original price, and you save on replacement—because VIRCO 
folding chairs and tables are built for years of rugged service... priced to 
meet any budget. Folding chairs and tables may look alike, but when you compare 
them point-by-point—for advanced design, structural use of Vircoloy steel 
(up to 20% stronger), and beauty—you'll find VIRCO furniture ahead 
of the field in value and lasting satisfaction. 


—— 


VIRCO-MATIC Series of 
Cafeteria and All-Purpose 
Folding Tables adjust 
easily to any height from 21” 
to 31”—in one-inch 
increments. Heavy gauge 
tubular steel legs and 
non-glare linen pattern 
Vircolite plastic tops 
banded with 

aluminum. 


es 
. 


oR RE te oe 
a ae | 
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t 
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VIRCO #127 ALL-METAL 
FOLDING CHAIR 


Tubular steel construction with 
three fusion-welded braces. 
Tubular steel reinforcement in 
front legs at seat pivot 

point, also under forward 

edge of seat. Metal 

capped legs with 

durable rubber 

crutch tips. 








Ae FREE! N tal howing VIRCO’ lete li 
Four VIRCO folding chairs of church and institutional folding chairs and tables. 
support 4,056-pound Write today to: 
Ford Station VIRCO MFG. CORPORATION 


Wagon Dept. 0-4, P.O. Box 44846, Station H. 
Los Angeles, California 











For More Information Circle No. 224 
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—“TRIM-PAK 


— of impression papers for 





5 


aS 


..the most complete line 


every duplicating process 


Now you can choose grades, colors, weights and finishes never before available in impres- 
sion papers. The TRIM-PAK line of Champion papers comes in popular sizes, precision 
trimmed and packaged ready to use. 


TRIM-PAK, carefully selected from Champion's complete line of fine printing papers, is 
performance-tested for gelatin, liquid, stencil, and offset duplicating equipment. The range 
of impression papers for offset duplicating alone offers unlimited flexibility. Halftones and 
colors are sharp and clear. Special finishes provide unusual effects for a wide variety 
of sales promotion pieces, brochures, announcements, programs. TRIM-PAK is available in 
writing; book papers, coated and uncoated; bristols and cover stock. 


Special moistureproof, ream-size packages keep TRIM-PAK handy, ready to run. Fast 
delivery of any quantity is assured through local inventories. 


For more information, send the coupon. 


CHAMPION PAPER SPECIALTIES, INC. 
HAMILTON, OHIO 


Please send samples of the Please have your represent- 
* new TRIM-PAK line of im- CJ ative call on me with the 
pression papers. complete TRIM-PAK story. 


Name 





CHAMPION PAPER SPECIALTIES, INC. 


Hamilton, Ohio—Subsidiary of 
The Champion Paper and Fibre Co. 


Company 





a cnnieatas 





City__ 


Rn eS: es ae 
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Performance of Office Workers 


GROWING proportion of our 

labor force consists of people 45 
years of age and older. These workers, 
whose training and experience should 
be an asset, often meet resistance when 
seeking new positions. The Dept. of 
Labor’s Bureau of Labor Statistics 
made a study of the relationship of job 
performance to age among clerical 
workers and the results were published 
in the Monthly Labor Review.* 

Data was collected in the winter of 
1958-59 on 6000 office workers equally 
divided between five federal govern- 
ment and 21 private com- 
panies including mail order houses, in- 
surance, aircraft and machinery manu- 
facturers, oil refineries, public utilities, 
banks, publishers and retail stores, all 
in the eastern part of the country. Many 
additional firms that were asked to 
cooperate did not have adequate 
records. Almost half the workers 
studied were under some type of in- 
centive pay system. 


agencies 


An index of output was obtained for 
each worker by dividing his output per 
manhour by the average output per 
manhour of workers aged 35 to 44 in 
the same job. Indexes for individual 
workers from various offices were com- 
bined into age-group indexes with reli- 
ability weights based on the number of 
workers in the base group. To minimize 
factors other than age (education, mari- 


*“Comparative Job Performance of Office 
Workers by Age’ by Ronald E. Kutscher & 
James F. Walker, Monthly Labor Review, Janu- 
ary 1960. p. 39. A more detailed analysis will 
be presented in ‘“‘Comparative Job Performance 
by Age: Office Workers,’’ a forthcoming Bureau 
of Labor Statistics bulletin. 
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tal status, experience) that might affect 
performance, comparisons were restricted 
to workers in different age groups with- 
in the same major classification. Since 
men were seldom found in relevant 
office activities, they represented only 
15% of the workers in the study. 

Work accuracy was measured where 
employers kept records of individual 
errors. Data on consistency of perform- 
ance was obtained by measuring the 
variation of a worker’s weekly output 
per manhour from his average output. 
Output data in the study covers periods 
from four to 13 weeks. Since data was 
taken only from office worker produc- 
tion records, only a small proportion of 
total office workers could be covered 
in the firms studied. Workers who were 
not on incentive pay knew that their 
work was being measured. 

The study showed that differences 
in Output per manhour among age 
groups was for the most part insignifi- 
cant. There was considerable variation 
among workers within age groups and 
proportions of older workers 
exceeded the average performance of 
younger Table 1). Older 
workers had a steadier rate of output 
and an equal degree of accuracy. Ex- 


large 


ones (see 


‘perience appeared to be the major 


factor for difference of average per- 
formance among age groups. Workers 
with only nine months or more experi- 
ence on the job had almost similar 
average output rates in all age groups. 
(Trainees were not tabulated.) When 
those with less than 18 months on the 
job were excluded, the variation be- 


15 





tween groups was reduced. The some- 
what greater variation among experi- 
enced men, although not large, 
probably caused by a higher sampling 
error for the relatively small number 
studied (see Table 3). 

Women employees in government 
and private business had similar aver- 
ages in all age groups through 54. 
Women over 65 in government offices 
has the highest average relative to the 
35-44 base group. Incentive plans re- 
duced the proportion of workers in all 
age groups producing at low levels. 
Women with nine months or more on- 
the-job experience in private firms had 
the following indexes of output per 
manhour: 


was 


TIME INCENTIVE 
WORKERS WORKERS 


Table 2. In- 
dexes of output 
per manhour 
for women of- 
fice workers in 
selected classi- 
fications by age 
and experience 
on the job.’ 





Age group 


All 
classification 


Num- 
ber of 


workers 





y 
65 years and over... 


Under 25 years. 





years 
65 years and over... 








93.8 97.6 
95.5 101.2 
100.0 100.0 
99.1 99.0 
98.6 99.7 


Under 25 
25-34 
35-44 
45-54 
55-64 


1 Comparison of these indexes sho 
same classification and not for work 
2 Data were considered insufficien 


[Age group 35-44= 100] 





Federal Government 
agencies 


All classifications Private industry 





Number of 
workers 


Average 
index 


Number of 
workers 


Average 
index 


Number of 
workers 


Average 
index 





All workers 





@ 























Workers with 9 months or more experience on jol 





14 } 5 @ ® 
203 
234 
177 

70 ' ’ 

14 @) 


























1 For comparableness of indexes, see footnote 1, table 2. 
3 Data were considered insufficient to give average indexes 
Data on length of experience were not available for approximately 50 


workers. Previous experience on si 
sideréd. 


Norte: Dashes indicate data not av: 
OFFICE 
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[Age group 35-44= 100] 





18 or more 
eral Govern-| Private indus- | Paid on a time-| Paid on an in- | Higher job level | Lower job level | months of serv- 
nt agencies try rate basis centive basis ice with com- 
pany 








Aver- | Num- | Aver- | Num- | Aver- | Num- | Aver- | Num- | Aver- | Num- | Aver- | Num- | Aver- 
age ber of age ber of age ber of age ber of age ber of age ber of age 
ers} index a index |workers| index |workers| index |workers} index |workers} index | workers} index 























All workers 





| 
16 111.5 
108 99. 7 
177 | 100.0 
125 98. 2 
42 5 
7 (?) 


92.1 302 
98. 8 572 
00.0 712 
99.5 423 
00. 4 147 

3.7 24 


BSS888 
NGOcom 


93. 


~ 





Workers with 9 months o 





| 1 ! 
507 | 97.8 : 5. 411 _e 
560 | 101.4 404 
489 | 101.2 319 Ge: Se oe 
411 | 100.2 317 
128 | 100.2 j 167 
10| 93.7 : 36 | 

















made only for workers within the + Data on length of experience were not available for about 400 workers. 
different classifications. Previous experience in similar or identical work was not considered. 


ve average indexes. 
Norte: Dashes indicate data not available. 





e-rate 18 or more months of oe een ‘ = ’ si 
service with company Keypunchers under 35 had much 


lower average indexes than other age 
verage | Numberof| Average TO able fomen over 55 hz 
pored a wane groups (Table 4). Women over 5° had 
higher output averages in typing, sort- 
ing and filing. One out of 12 women 
Table 3. In- studied had jobs requiring higher skills 
dexes of output ; ; 
per manhour (some independent judgment) and 
of men office showed very small differences between 
workers in se- ages 25 and 64. Women under 25 had 
lected _classifi- pee ; = 
cations by age the highest index recorded (111.5) but 
and experience this small group were probably very 
on the job.’ P 
select. 
The variation in individual perform- 
ance was much greater than were vari- 
ations in group averages. Within a 
group, high scores were as much as 
242 times as great as lower levels of 
































or identical work was not con- 


performance. Individuals in all groups 
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NEVER BEFORE SO SAFE, SO 
SURE A WAY TO KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 
and records from the prying eyes 
of unauthorized persons by 
quick, easy destruction right in 
your own office with the 
SHREDMASTER Bantam 10. Any- 
one can operate. Just drop papers 
in and unreadable shreds come 
out. Exclusive gravity feed pro- 
vides quicker shredding. Gives 
greater capacity by shredding 
multiple thicknesses of paper. 
Handsome, modern design and 
clean, noise free operation suit- 
able to any office. Yours at a new 
low price. 


FREE: Illustrated descriptive 
folder giving details. Just write 
@ today to Dept. B4. 


SHREDMASTER 


CORPORATION 
384 Woodcleft Ave. 
Freeport, N. Y. 


Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use, 
Sales and Servite in principal cities in U.S. and Canada. 
For More Information Circle No. 346 
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were concentrated within 80-120% of 
the average (Table 1). About 45% of 
the workers over 45 had scores higher 
than 100. This was only slightly below 
that for the 25-44 group. 

Workers 45-54 showed 7% greater 
consistency in week-to-week perform- 
ance. Following are the women’s in- 


100) 


Average 
index 





File clerks 





Number of 
workers 





(Age group 35-44 


dexes for consistency: 
Under 25 85.8 
25-34 98.9 
35-44 100.0 
45-54 107.0 
55-64 125.8 


Average 
index 





Sorters, classifiers 








Number of 
workers 


The following comparison of work 
quality (accuracy), while not con- 
clusive because of the small number of 
workers whose employers kept records 
of errors, shows no appreciable differ- 
ences between age groups: 

Under 25 100.2 

25-34 99.7 

35-44 100.0 

45-54 99.7 

55-64 100.0 

65 and over 98.0 

Compared to earlier studies by the 
Bureau of Labor Statistics among 
factory workers, the results for office 








Average 
index 





Keypunchers 
All workers 


workers 
3 See footnote 3, table 2. 


Number of 





ze 


index 


Aver 
Workers with 9 months or more experience on job 3 











Number of 
workers 





workers were very similar. Factory 
workers in the 25-34 group did have 
the highest average performance. All 
studies showed that the 45-54 group 
had greater output per manhour than 
the average worker in the 35-44 group. 
Only a small number of office workers 
45 and over had very low output while 
the proportion was higher in_ the 
factory. The proportion of office 
workers 55 and over who had output 
indexes greater than 100 was almost the 
same as in the 45-54 group; in the 
factory, the proportion was lower. This 
might refiect the greater physical de- 
mands of factory jobs. 


index 
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= 
~ 
ms 
= 
—_ 
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ow 
na 
) 
i] 
= 
= 
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Average 





General clerks 


Table 4. 
workers 





Number of 





Age group 
3 Data were considered insufficient to give average indexes. 


1 For comparableness of indexes, see footnote 1, table 2. 








25-34 years. -..- 


Under 25 years-- 


_ 
=) 


THe Orrice—April, 1960 








Have you heard? 3M’s new Type 
“L” aie offset plate gives you the 
cleanest oh pga runs! Another of 
the many big’ advantages of this low 
cost, smooth “aluminum surface plate 


If you're plagued by poor impressions, if the jobs you run come off 
dull and dirty—it’s time you turned to the new pre-sensitized 3M 
Brand Type ‘‘L’’ Plate. There’s nothing like aluminum to give you 
the quality printing you want. The new Type “‘L”’ resists scratches 
and fingerprints, too. It virtually eliminates halation, rolls up fast. 
Additions and deletions are easy. Processing is one simple step. 
Best of all, the price is comparable to paper mone 
or plastic plates. For the cleanest possible 3m 


runs, get the 3M Brand Type ‘‘L’’Piate now! pansion 














Preventive Maintenance Cuts 
Office Machine Downtime 


E. P. LEDDY, Assistant to the Vice President, 


Forms, Methods & Purchasing, 


Hartford Steam Boiler Inspection & Insurance Co., Hartford, Conn. 


OWNTIME in the office costs 
money. An idle calculator means 

an idle $5000 work station plus the hid- 
den costs inherent in a breakdown in 
the normal flow of work. Only un- 
interrupted service by the machine, or 
a minimum of downtime, will give the 
user the full return on his investment. 
It has been our experience that a con- 
tinuous inspection service under a 
system of full maintenance contracts 
with the manufacturer of each machine 
offers the best means of preventing 


Ask your 3M litho- 
graphic supply dealer 
about cleaner-running 
3M Type ‘“L’”’ Plates 


BRANT 


or mail this coupon 


NOV came 


3m 


PRINTING PRODUCTS oivision @® 


breakdowns and time losses. Preventive 
maintenance under a system of regular 
inspections not only prevents costly 
breakdowns, it also insures the user 
against step-by-step deterioration due to 
dirt, mishandling or senility. Trained 
inspectors with access to the manufac- 
turer’s newest parts can keep the ma- 
chine at peak capacity during its life. 

Is it more economical to call in a 
service man when a machine has an 
actual breakdown? Or is it more eco- 
nomical to pay a single annual fee and 


MINNESOTA MINING AND 
MANUFACTURING COMPANY 
Dept. PBW-40, St. Paul 6, Minnesota 


Please send me complete information 
about cleaner-running 3M Brand Type 
“*L" Plates. 


NAME 
TITLE 
COMPANY- 


ADDRESS 





| ee | ee ee 


am —— 


Miiwnesora ews AnD ]fanuracturing company ED: 


ST. PAUL 6, MINN. 


. WHERE RESEARCH IS THE KEY TO TOMORROW SS” 


For More Information Circle No. 386 
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NOW...anyone and 
everyone can afford 
to make offset plates 
with the bright new 
MILLER - TROJAN 


TH | 


\ 


a) 


NE CMUEL Gas 


Set it up anywhere for 
exposure and simple 
processing of plotes. 
Produces professional quality 


line and halftone prints. 


Highest quality features 
... easy to operate 


THE IDEAL UNIT for burning in the new 3-M Type L aluminum 
foil plate or any other metal or paper plates used on the 
various small offset duplicators now on the market, up to 

13 ¥4"x18V4"" image size. Use it also for burning in silk screen 
stencils, metal nameplates such as Metalphoto or Fotofoil 


EASILY OPERATED. NOSKILL REQUIRED Raise hinged 

lid for loading plate and masked flat in desired position on 
blanket surface. Support arm holds lid in raised position during 
loading operation. Lower lid and establish contact by means of 
the positive, one-motion lock located at the front of the unit 
Then, turn time to desired exposure and exposing light will 
begin operation. When exposure time hos elapsed, timer will 
switch off exposing light. No skill required and all guesswork 
has been eliminated. Operator is free to work elsewhere while 
exposure is being made 


LOW PRICE includes: rugged, aluminum cast pressure frame 
equipped with lid support arm, foam rubber blanket, glass and 
lock; support tube; automatic timer; aluminum cast lamp 
housing; extension cord .and plug. Photoflood exposing bulb 

( not included with unit ) can be purchased locally 


Unbelievably low 


x 


cost of the entire 


MILLER-TROJAN CO., INC., TROY, OHIO 


Dealers in all principal cities 


For More Information Circle No. 267 
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have the machine serviced throughout 
the year? It is easy to list an imposing 
array of advantages for placing ma- 
chines under maintenance contract. It 
is also relatively easy to obtain statistics 
that, if taken at face value, would indi- 
cate that money could be saved by call- 
ing for service only when, and if, re- 
quired. 

In every machine, 
make, there are 
certain parts that, 
through experi- 
ence, the manu- 
facturer knows 
have a higher 
mortality than 
others. These are 
scrutinized with 
particular care 
during inspection 
to insure against 
their failure be- me “ 
fore the next 
visit. The ma- 
chine is also thor- 
oughly tested by 
the service man 
who frequently 
detects signs of 
trouble before it 
becomes apparent 
to the operator. 
And last, but not 
under a 
preventive main- 
tenance contract 
the operator her- 
self can usually 
notify the service 
man without cre- 
ating company 
paperwork. 


least, AT A TIME 





regardless of 


SMEAD’S SPI-ROLL 
GUMMED FOLDER LABELS 
ARE RECOMMENDED WHEN 


LARGE QUANTITIES ARE TYPED 


SPEED AND ACCURACY ARE 
ESSENTIAL TO FOLDER 

LABEL PRESENTATION 2/5, 1/2 or straight cut 
QUALITY AND ECONOMY 
ARE OF PRIME IMPORTANCE 


see your Stationer 


SMEAD MANUFACTURING COMPANY 
HASTINGS, MINNESOTA : 
Chicago - Logan, Ohio - Los Angeles 


A good contract should insure you 
against any other service charge for the 
equipment except the annual fee. Once 
a machine has been placed under con- 
tract, it should be renewed indefinitely 
regardless of the age of the machine, 
its distance from the branch office, or 
the number of machines involved. It 
should provide for replacements, at no 
extra cost, of any and all parts re- 


a 


GUMMED ROLL LABEL 


250 LABELS per roll 
choice of 8 COLORS 


FINE QUALITY 
WRITING PAPER 


Clear re-usable plastic 
box identifies color of 
the label it contains, 
thus facilitating color 
marking for different 
classifications. The box 
itself, when empty, can 
be put to many uses 
either at home or in 
the office. 


New practical 3%” 
width for use on 1/3, 


folder. 


Typewriter spaced. 
Perforated for ease in 
separation. Scored at 
folding line to insure 
quick, accurate folding. 
Facing side %” high. 








For More Information Circle No. 329 
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FREE LITERATURE: 


Write for Model 28 ‘““Complete 
Product Line” brochure to 
Teletype Corporation, Dept. 34D 
4100 Fullerton Ave., 

Chicago 39, Illinois. 


Typing Tape Punch Tape Reader Send-Receive Page Printer Automatic Send-Receive Set 
For More Information Circle No. 295 


> 
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Complete 
message center 
in one 

Teletype machine 


A complete message center in a compact cabinet, with 
a choice of components to best meet your individual needs— 
that’s the story of the Teletype Model 28 automatic 
send-receive set. 

It provides facilities for sending and receiving on 
message paper or sprocket-fed business forms. In addition, 
there is a choice of four different tape reader and four 
different tape punch components—for preparing punched 
tape and for sending and receiving with tape. 

The flexibility of the set is further broadened by a built-in 
control unit, the ‘‘stunt box,’’ which may be equipped 
for a wide variety of extra features and switching duties— 
eliminating the need for external apparatus often 
required for such functions. 


The ASR set is a compact, efficient tool to speed 
communications and cut costly paperwork. 
Why not investigate what it can do for you? 


See Teletype Corporation’s equipment exhibit at the Western Joint Computer Conference, Ma) 
3-5, San Francisco, California. 


TELETYPE 


CORPORATION 


sussioiary of Western Electric Company INC 
For More Information Circle No. 295 
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This service man from Monroe Calculating 
Machine Co. makes preventive mainte- 
nance a maior part of his iob. 


quired regardless of how major an 
overhaul may be involved. A loan ma- 
chine should be provided when it is 
necessary to perform shopwork on the 
serviced machine. If any of these 
factors are lacking, it should be re- 
flected in the contract rate. 





To provide this quality service under 
the terms of a maintenance contract, 
manufacturers hire the best talent avail- 
able, pay them well, provide generous 
fringe benefits to insure their working 
force, and train them almost continu- 
ously during their working lives. Each 
service man is an expert in his own line 
of machines. He is kept up to date on 
changes, improvements, new ways of 
servicing these particular machines. 

Today, the manufacturer of business 
machines maintains an efficient organi- 
zation of sufficient size to give the cus- 
tomer better service, particularly dur- 
ing seasons of peakloads when fast ser- 
vice is important. This type of service 
would be impossible if his branch offices 
were Staffed only to handle emergency 
service calls, the level of which is highly 
unpredictable. 


FREE TELKEE booklet answers that 
question for you; shows how TEL- 
KEE saves you time and money, gives 
you new convenience. 


STOPS time wasted locating lost or 
borrowed keys 


MINIMIZES expensive lock replace- 


ment and repairs 


ORGANIZES 
orderly system 
What's more, TELKEE guarantees 
maximum security and privacy—keeps 
keys in authorized hands, always. 


all your keys in one 


Offices, factories, stores, schools, hous- 
ing, hospitals . . . there’s a TELKEE 
System to fit every size and type of 
application. TELKEE solves every 
key problem, efficiently, inexpensively. 


FREE—send today! 
The MOORE 
KEY CONTROL® 
System 


, Glen Riddle 24, Pa. 


as ay 


TEU zn KEE 


P. O. Moore, Inc 


For More Information Circle No. 328 
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Time-Master, Dictaphone, 


- 


No vanishing dictation on a DICTABELT 


The sound you can see. Unlike recording media 
on which vou can see nothine, the red Dictabelt 
records wis7b/y 


You see your place, play back any part of it in 
seconds. The Dictabelt is the heart of the Dicta- 
phone Time-Master, the most automatic dictat- 
ing machine made. 

You concentrate on what you say. Find out for 
yourself how much time a Time-Master can 


save you and your secretary. Call a Dictaphone 
office for a free demonstration. 


THE SHORTEST DISTANCE BETWEEN IDEA AND ACTION cee Dictaphone CORPORATION 


Dictaphone Corp.. 730 Third Ave., N.Y 17, N.Y¥., 204 Eglinton Ave. E., Toronto, Canada; 17-19 Stratford Pi., London W 1, England. 


For More Information Circle No. 252 


THe Orrice—April, 1960 





TTL 


— 
— 
— 
eee 
— 
> 
a 


Oy 


“OPERATOR-LESS" 


So automatic and accurate you can start it and walk away! 


Freedom from machine tending is only 
the beginning! The new Gathermatic by 
Thomas Collators brings to collating 
the speed and accuracy of larger, more 
expensive equipment...at a cost un- 
believably low. Write today for com- 
plete information on the many ways you 
can speed up your collating operation 
and substantially reduce your costs. 


e Offers more features at a lower price 
than any other collator of its kind 


e Automatic miss and double sheet 
detectors stop machine instantly, 
prevent errors 


‘ 
2“ 


e Stations can be skipped at the flick 
of a lever without hindering the full 
production rate 


e Loads in a minute...each station 
takes approximately 42 ream of 3”x5” 
to 11”x14” sheets in various weights 
and finishes 


e Gives over-all speed, ease and accu- 
racy features formerly available only 
in large-scale collators 


e Automatically collates, counts, criss- 
crosses or staples 6,000 sheets per 
hour 


Thomas Collators Ine. 


World’s Leading Manufacturer of Collating Equipment 
Dept. B3, 100 Church Street, New York 7, New York 


For More Information Circle No. 225 
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Visible Record System Helps 
L. A. Collect Traffic Fines 


OR ITS $8 million yearly business 

in traffic violations, the Los Angeles 
Municipal Court District has installed 
a visible record system that, in a matter 
of seconds, enables clerks to find infor- 
mation on any one of the 1'2 million 
violations occuring within a 12-month 
period. The system, created by Acme 
Visible Records, Inc., is the first basic 
step in a plan under study to create a 
central index system for the entire city- 
county 26 judicial systems connecting 
departments by Teletype and handling 
between five and ten million names 
annually. NS 
, i at: : R. R. Benkert, Los Angeles Municipal 
The Los Angeles Municipal Court Court District's Traffic Division Chief. 





and control your business with the 


American 71 heavy duty electric perforator 


Nobody can rub out or smudge a hole. 
And that is why many firms today use 
American perforators to prevent fraud 
and tighten control of operations. The 
American 71 unalterably cancels, re- 
ceipts, voids, validates or otherwise 
marks paper through many copies. It 
also permanently numbers, dates or codes 
labels, wrappers, coupons, containers 
made of paper, paperboard, pliofilm, 
parchment, etc. It handles up to 1,900 
items per minute with a number range 
from 1 to 999,999. Choice of automatic 
paper trip, gearomatic or foot pedal op- 
eration. Built for tremendous volume 
and long life, the 71 is one of a com- 
plete line of American  perforators 
famous since 1910. Write American 
Perforator Division, Heller Roberts 
HELLER ROBERTS Mfg. Corp., 700 Jamaica Ave., Brooklyn 


Manufacturing Corporation 8, N. Y. 
For More Information Circle No. 302 
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Los Angeles collects $8 million a year in traffic fines, using this Acme Visible system 
to keep records of all traffic violations for one year. If records were kept for only six 
months, the city would lose between $500 and $600 a day in fines. 


District is one of the 26 districts. The occurrences during a fiscal year on a 
traffic department is run in the manner _ pyramiding basis for repeated offenses. 
of a bank with a series of “teller” win- The motorist then moves to a cashier’s 
dows at which the motorist must appear window to pay his fine. 

to find the fixed fee for his violation. Six windows, each with two revolving 


The fee is determined by the number of Acme Flexoline Desk Stands, are each 


, 


TEENY 


A traffic violator 
appears at the cor- 
rect alphabetical 
window (as in a 
bank) to learn the 
fixed amouni of 
her fine. 


to acee 
hes 
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get more with VERTI-FILE 


GENTLEMEN: Please rush to me without obligation your Verti- 





TD | 








File Catalog V416. | am interested in learning how Verti- 


File can step up the efficiency of our active filing records. 


ORGANIZATION 


ADDRESS 


CITY STATE 
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VERTI-FILE the new accepted system of open 
shelf filing for active records 


With VERTI-FILE you can file over twice as much material in 


the same floor area as with a conventional file. 


Each eight shelf VERTI-FILE provides space for 231% lineal feet 
of active records . . . and positions them for 35% faster filing plus 
more efficient usage. By comparison, a regular 4 drawer file holds 
824 lineal feet of records. 


So don’t be cramped . . . gett VERTI-FILE! 


Saves 6624% of the cost of standard drawer files 

100% increase in file capacity 

Unlimited visibility and accessibility to files 

Saves up to 60% in valuable floor space = 
Reduces the number of file clerks usually required 

Wide use in commercial-institutional and industrial offices 

Reduces employee fatigue and increases filing accuracy 

Faster, more efficient filing—less walking, no drawers to open 


No need for step stools—easily accessible 


Free standing — Rigid — Complete 
Shelves and dividers can be easily adjusted without tools 


Complete cabinet structure affords maximum folio protection 


CHEM-A-COTE baked-on-enamel finish 
Bottom shelf 6” off floor, protects folios from wet mopping 


Choice of four sizes from 67” to 91” high, all 14” deep, 36” wide. 


MAIL CARD TODAY 

FOR FREE BROCHURE 

ON VERTI-FILE 4 
Cote: 
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No 
Postage Stamp 
Necessary 
If Mailed in the 
United States 





Postage 
Will Be Paid 
by 
Addressee 











BUSINESS REPLY CARD 
FIRST CLASS PERMIT NO. 275 WARREN, PA. 











DELUXE METAL PRODUCTS CO. 
STRUTHERS STREET 
WARREN, PA. 





VERTI-FILE appearance and security 


To your specifications Verti-file may be ordered with from one to seven 
doors per section. These doors may be ordered with or without locks 
and the locks can be keyed alike or differently. Verti-file doors are 
disappearing type. 


Doors may be added to existing 7-shelf 
Verti-file sections at any time and can be 
ordered separately. 


Verti-file dimensions (per section) : 
36” wide, 91” high, 14” deep 
Capacity: 247 filing inches 
Weight: 195 lbs. plus 10 Ibs. for each 
door ordered 








Constructed with same features 
as standard Verti-file dimensions. 
Sold only without doors. 

91” high, 36” wide, 14” deep, 


2” base 

Capacity: 282 filing inches 
per unit 

Weight: 210 lbs. 

8-shelf openings on 11” centers 


For use in modular office partitioning or in 
smaller offices. 35% more filing space than 
standard 5-drawer files. Available with or 
without doors. 

67” high, 36” wide, 14” deep, 6” base 

Capacity: 176 filing inches 

5-shelf openings 


Three Styles: 
91” high—8 openings 
91” high—7 openings (doors optional) 


67” high—5 openings (doors optional) 


by METAL MANUFACTURING COMPANY 
[D|= [r.JU == [| METAL PRODUCTS CO. DIVISION 


WARREN ° PENNSYLVANIA 











attended by two girls from 8:30 a.m. 
to 5 p.m. One girl contacts “the public” 
while the other searches the files. The 
stands hold up to 32,800 strips listing 
the date of the violation, name, address, 
violation, license number, vehicle regis- 
tration number and officer’s citation 
number. The department keeps records 
for one year of each violation, grouping 
together the violations on each indi- 
vidual. : 

A motorist who gets ticketed for 
parking will find the cost increasing 
from $2 to $5 to $10 depending on 
the number of violations shown under 
his name. Moving traffic violations are 
also shown and, in some cases, the files 
will show up to a dozen violations for 
one motorist, ranging from excessive 
speed to parking violations or a blue 
strip that shows the motorist has 
had his license suspended. When this 
appears, the violator is notified at the 
window that he must appear in court. 

Recently, a test was made to deter- 
mine if, perhaps, violations for only six 
months should be maintained. A sample 
check showed that the department 
would lose between $500 and $600 
each day if records were curtailed to 
six months. 

The 16 personnel in charge of the 
eight windows are law clerk-typists 
from the city attorney’s office plus a 
supervisor, an assistant supervisor, and 
two Teletype operators who answer 
queries from outlying branches of 
judicial districts, referring to the files for 
records. The file stands tilt slightly 
backward causing the frames to stay 
open without being held, to enable the 
operator to read without manual effort. 

Adding new strips to the files can be 


<—For More Information Circle No. 305 


At last. FOR THOSE WHO 


MAKE AN OCCASIONAL MISTAKE 


raia~T CARMINE 


INSOLUBLE 


Now-for the first time, a thin- 
lead, non-smudge, fade-proof 
colored pencil that erases 
cleanly, easily, completely! 


LIKE Nano 
Ws yu VU 
NOT NANA 


LIKE 
tis ~* vu UY L 


THE ONLY COLORED PENCIL OF ITS KIND 


No more valuable working time 
lost fighting to erase colored 
pencil marks! With amazing, 
new ERASABLE Color-Tex — 
you can erase color as easily as 
you erase black lead pencil 
marks. Only the color comes off! 
No ghosts — no shredded paper! 


TRY COLOR-TEX ERASABLE 10 DAYS FREE 


Available in Carmine Red or 
Indigo Blue — ask your dealer 
for General’s New ERASABLE 
Color-Tex Pencils — or write 
today on your letterhead for 
FREE SAMPLES. 


Medium or Hard Grades with or without erasers 


ete COLOR-TEX 


. «2 
Cea Be~G 


GENERALS 


PENCIL COMPANY 


69 FLEET STREET. JERSEY CITY 6. N. J. 


For More Information Circle No. 285 


37 





PROVED! ...on 
DEFENDUM LEDGER 


Your records last longer, look 
better — and are more satisfy- 
ing to work with on Parsons 
Defendum Ledger. 75% new 
cotton fibers in white, buff, 
blue or green-white. Specify 
Defendum — it will prove itself. 


8 
Pasok 


KING COTTON BUSINESS PAPERS 


how to get 


what you need Pe 


Record Keeping 
4 — Papers 
gZ 27d Index Cards 


YOURS: RECORD-KEEPING 
PAPER GUIDE NO. 141 
WRITE ON YOUR BUSINESS 
LETTERHEAD TO PARSONS 
PAPER DIVISION, NATIONAL 


VULCANIZED FIBRE COMPANY, 


HOLYOKE. MASSACHUSETTS 
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done easily whenever desired. The 
clerk-typists formerly typed the new 
strips during the very few minutes they 
were not busy at the windows or sorting 
through the large number of violations 
handled through the mail. During the 
last few months, a data processing cen- 
ter has been installed and tabulating 
equipment now prepares the strips that 
total several thousands each day. The 
girls insert the strips in the frames, 
pulling out ones that have been there 
more than a year. 

Although the use of the files has a 
very slight seasonal fluctuation due to 
either rain or vacations, the racks are 
used constantly with hardly a 30-second 
period when one of the two window 
tellers is not searching through them, 
according to R. R. Benkert, Chief of 
the Traffic Division. 














“Is this the 16th floor?” 
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New “Sav-a-Step’”’ 
one-touch totals and sub-totals 





New one-touch control lets operator take 
totals or sub-totals automatically on one split 
motor bar. Greater speed, accuracy, and 
convenience. 

Automatically prints subtractions, credit bal- 
ance in red. (Symbols are extra large, easy to 
read.) New contour keys are easy on your 
fingers. Whisper-quiet Operation. Electrified cor- 


VICTOR 


business machines 
Victor Adding Machine Co. 
Chicago 18, illinois 
Victor Adding Machine Co., (Canada) Ltd., Galt, Ontario 
Manufacturers of Busine Machines, Cas} 
Register usiness i Industrial System 
Electronic Equipmen plectri-Cars 


See the Adding Machine section in the 
Yellow Pages for Factory Branch or 
Dealers. Or mail coupon today! 


NEW 


1960 
| VICTOR 
Prewiee 


ADDING MACHINES 


control bar takes 


rection key gives instant, one-touch clearance. 

Dramatic new styling in modern brown and 
sand tone color. The 1960 Premiers are preci- 
sion-built for years of trouble-free service. 10 
key or full keyboard, hand or electric. Sensibly 
priced, too! (See the new Premier and Victor's 
other 1960 model adding machines and printing 
calculators.) 


Victor Adding Machine Co., Dept. 0-4 
Chicago 18, Illinois 


four-color brochure on 
Adding Machines. 


Please send new 
your new 1960 Premier 


Name 
Firm 


Address 


For More Information Circle No. 451 


THe Orrice—April, 1960 





ae, In just 
OL 90 seconds 


= 


® 


Filmsort Aperture Card 


For More Information Circle No. 226 
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See our microfilm products display 
at the National Microfilm Association Show in 
New York City, April 19, 20, 27. 


give you all the facts! 


@ Filmsort aperture cards make it so simple to supply needed 
engineering information to any department, branch, or plant. 
When your microfilmed engineering drawings are on these versa- 
tile cards, facts that speed production are at your finger tips 
in just 90 seconds. 

This aperture card system, long used by the Armed Forces, 
is flexible and adaptable to any engineering drawing reference 
system— it fits any budget in any size operation. Multiple point- 
of-use files are easy to create and maintain. You can take a look 
at Filmsort aperture cards on a reader—or take more than a 
look, take a copy in seconds with a reader-printer. You eliminate 
waiting time for prints, end out-of-file problems, and recover up 
to 96% of drawing file space. You reduce overhead and im- 
prove communications. 

For information about how others use Filmsort aperture 
cards to speed industrial paperwork and communications, mail 
the coupon now. 


The THE FILMSORT COMPANY 
Filrmsort Minnesota Mining and Manufacturing Co. 
Dept. JBA-40, St. Paul 6, Minnesota 
C Please rush me a free booklet about how 
ompany others use Filmsort aperture cards to speed 
or. industrial paperwork and communications. 
a division of ieinaidia 


Meine ann Sa ——_ 
Mianvracrurine company COMPANY _ 


++. WHERE RESEARCH IS THE KEY TO TOMORROW ADDRESS 


THE TERM “FILMSORT™ IS A REGISTERED 


TRADEMARK OF 3M COMPANY ae: ean)! 
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LEADING TEXTILE COMPANY 


J) 
NMMGiU0ICEA 


DISPOSABLE 
CLOTH TOWELS 


TK 


HAND TOWELS 
WIPING 


RSVP F 


POLISHING 
DUSTING 


R SAMPLES . INFORMAT 


CHICOPEE MILLS, INC. 
47 WORTH ST.,N. Y. 13, N.Y 














For More Information Circle No. 339 __ 


ELIMINATE COSTLY 
Extended Coffee Breaks 


with VERSATIMER 





LIGHTWEIGHT 
PORTABLE 
NO WIRES 


COMES READY 
TO USE 


$34.00 
Postpaid 


New, low-cost automatic timing unit accu- 
rately controls the length of office coffee 
breaks. Set the number of minutes desired 
on the timer and forget it. VERSATIMER'S 
buzzer automatically signals the end of break. 
Acclaimed the greatest little time and money 
saver ever devised. Will save you hundreds 
of dollars each year. Write today for catalog 
sheet. 

Dealer inquiries invited. 


THE VERSATILE TOOL COMPANY 


122 Heywood Avenue ® West Springfield, Mass. 
For More Information Circle No. 340 
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IMS FILM RENTAL LIBRARY. Industrial 
Management Society, 300 South Wells St., 
Chicago 6, Ill., 23 pp., free. 

Lists over 80 films describing work sim- 
plification and industrial engineering tech- 
niques, and explains terms under which 
these 16mm films are available for rental. 


ACRONYMS DICTIONARY. Gale Research 

Co., Book Tower, Detroit 26, 192 pp., $10. 

A guide to alphabetic designations for 
associations, societies, non-profit organiza- 
tions, international organizations, govern- 
ment agencies, United Nations agencies, 
business firms, colleges and universities, 
aerospace and electronic equipment and 
terms, transport facilities, military and 
general terms. 


ENCYCLOPEDIA OF AMERICAN ASSO- 
CIATIONS. Gale Research Co., Book 
Tower, Detroit 26, Mich., 172 pp., $15. 
Lists by state and city all national asso- 

ciations, professional societies, labor un- 

ions and non-profit organizations; arranged 
by subject. 


4 TECHNICAL WRITER’S HANDBOOK 
by Margaret Norgaard. Harper & Broth- 
ers, 49 East 33rd St., New York 16, N. Y., 
241 pp., $3.50. 

Covers all aspects of technical writing. 
Includes a complete section on grammar, 
a punctuation guide, and an analysis of 
emotional factors that sway readers. Ap- 
pendix includes examples of different types 
of good technical writing. 


TOWARD THE LIBERALLY EDUCATED 
EXECUTIVE edited by Robert A. Goldwin 
& Charles A. Nelson. Fund For Adult Edu- 
cation, 200 Bloomingdale Road, White 
Plains, N. Y., 129 pp., Free. 

Designed to illustrate three propositions 
that are fundamental to an understanding 
of the education of the modern executive. 
Contains the opinions of 18 business and 
educational writers. 
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Fal McBee 


‘automation down to size 


at Cadillac Gage 


3 


Cadillac Gage gets tight production and labor control...reduces 
clerical costs by 30% with easy-to-use Automatic Keysort 


Neep: fast, accurate management reports for contro] 


ling production of ultra-precision units—and a 226 
man work force 


Company: Cadillac Gage, leading manufacturer of 
electric-hydraulic servo valve assemblies for missiles 


and aircraft 


low-cost machines and 
pun hed rf ards of Automatic Kevsort Data Proce ssing 


SoLuTION: the easy-to-use 


Metnon: Keysort punched cards, mechanically cod 
notched with require d information for rapid sorting 
are created as original documents for 1) material 
planning, 2 labor distribution 
Upon completion of each job, the accounting de 
partment automatically processes the collected in- 
formation with the Keysort Tabulating Punch—in 


ternally coding the cards with actual and estimated 


job-routing and 3 


time of job. This unique mac hine then automatically 
produces a tabulation of variance in work time by 
work center and order number 


Resutt: with the comprehensive, on-time reports 
made possible by Automatic Keysort, Cadillac Gage 
is now able to pinpoint any job in the plant . . . can 
determine the cost of labor and the total time spent 
on each job by department and individual clock num 
ber. Knowing where they stand, management can act 
to correct a profit-losing situation. Best of all 
it’s done without specialized personnel. Without re 


strictive procedures. And at remarkably low cost 


at once 


For a detailed report on Automatic Keysort Data 
Processing at Cadillac Gage, call your nearby Royal 
McBee Data Processing Representative, or write 
Royal McBee Corporation, Data Processing Division, 
Port Chester, New York for Case History 977 


ROYAL MCBEE - data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 
For More Information Circle No. 249 
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Molixvetti® 


Gelivelti® 


Mislixetti® Gelivetsim 


The high-speed, easy-to-operate Olivetti 
Divisumma 24 calculator provides printed 
proof of all operations. Its “‘memory”’ feature 
eliminates manual re-entries of intermediate 
results. There’s an Olivetti branch or dealer 
near you. Olivetti Corporation of America, 
375 Park Avenue, New York 22, New York. 


For More Information Circle No. 452 


olivetti 





ot 


ECONOMICAL ENOUGH FOR DEPARTMENTAL AND SECRETARIAL 


Fi-O-'N 
OFFICE EQUIPMENT 


THe Orrice—April, 1960 


MB H-O-N “MILLION LINE” DESKS and Credenzas 
have colorful, textured vinyl-clad drawer fronts and 
panels. These units possess modular versatility for 
varied purposes and arrangements. H-O-N desks 
add dignity to the executive office, yet at the same 
time the moderate prices make them economically 
desirable for departmental and secretarial office 
uses. See your office equipment dealer today, or 
write to: THE H-O-N CO., MUSCATINE, IOWA. 


For More Information Circle No. 290 





NOW! ENLARGE OR REDUCE FOR OFFSET PRINTING 


makes top quality aluminum plates fast 





A great advance in offset du- 

plicating by Gevaert now makes 

it simple and inexpensive to 

eenesctteiees Sul reduce or enlarge—on alumi- 

material to num offset plates—printed 

tees oan | matter, drawings, microfilms 

camera or ww ee or artwork at a fraction of the 

enlarger. > usual cost! And in less than 
one minute! 

Just expose original with a 

simple camera or enlarger to a 

aN sheet of Gevacopy Rapid. Place 

Apply ‘fixing’, exposed sheet in contact with a 

plate is ready Gevacopy Aluminum Plate and 

Process for press. _ pass through special developing 

exposed machine. Strip the negative 

Revit from the plate, wipe down the 

together with plate with fixing solution and 

yy eer the plate is ready for the press. 


Plate. Cost to you—59 cents! 
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MAKE A PLATE IN 1 MINUTE WITH GEVACOPY RAPID! 


... for only 59¢! 


MAKE "SAME SIZE” PLATES TOO, 
JUST AS EASILY 

Gevacopy Contact Aluminum Offset 
Plates now in use by thousands of 
offices and commercial plants make 
“same size” plates just as easily and 
quickly. The process is the same, ex- 
cept that the original is exposed to 
Gevacopy Contact Paper on any simple 
contact printer. Time to make a beau- 
tiful professional quality printing plate 
—one minute! Cost—39 cents! 


EITHER WAY - YOU GET QUALITY AND SPEED 
The Gevacopy process, perfected by one 
of the world’s greatest photographic 


companies, picks up every fine detail, 
reproduces your original with photo- 
graphic accuracy. Because it produces 
aluminum plates, you get high press 
runs, precision work, great durability 
and the plates can be stored if desired 
and used over and over. And you'll cut 
down makeovers—reduce wasted-time ~ 
and plates up to 75%, or 
even more! 

Complete literature and 
details are yours for the 
asking. 

Write — phone — or wire 
today! 


THE GEVAERT COMPANY OF AMERICA, INC. 
(GEVAERT} 321 West 54th Street, New York 19, New York 
> Lincolnwood (Chicago), lil, « Los Angeles « Dallas « Denver * San Francisco 


For More Information Circle No. 392 
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MORTON SALT COMPANY 
“Leading producer of salt products ‘ 
for home, farm and industry” 


no corbon/required 


‘““NCR PAPER saves us its annual cost 


... several times each year.” 
— MORTON SALT COMPANY, Chicago, Ill. 


‘Some years ago we made a study of our sales reporting forms and procedures because of an ever-increasing 
number of complaints from our field representatives regarding the sales ‘paper work’ problem. As a result, we 
were able to eliminate several reports and combine all sales reports used during a normal week's work into a 
single weekly report book, by utilizing NCR Paper. 

“This method won immediate acceptance by our group and we attribute a large portion of its success to the 
use of NCR Paper. They no longer have to insert and remove carbons, nor provide storage and disposal. NCR 
Paper has eliminated ‘paper work’ com- 
plaints. More accurate data is now provided F 
on a current basis, plus a recognizable morale 2, 4, 


improvement. a a NCR PAP R 
‘“We feel that the time saved and other ad- “a % 


ventages of NCR Paper have returned its an- Director of Marketing 


nual cost several times each year."' MORTON SALT COMPANY ELIMINATES 


ANOTHER PRODUCT OF 


THE NATIONAL CASH REGISTER COMPANY, voyion 9, ono == (CARBON PAPER 


1,039 OFFICES IN 121 COUNTRIES... 
75 YEARS OF HELPING BUSINESS SAVE MONEY 


For More Information Circle No. 251 
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POPS UP 1-2-3 
FOR IMMEDIATE USE 
CLOSES FLAT 
FOR STORAGE AND REUSE 


The 
PAIGE 
Company 
114 East 32nd Street 
New York 17, New York 





MIRACLE FILE \- 


cuts record retention costs — 
75% in equipment — 300% in space 


The unique Paige Miracle File is a totally new con- 
cept in efficient and economical semi- and inactive 
record retention, designed to utilize full floor to 
ceiling space. 


UNIQUE—because it ships flat; automatically pops 
up ready for use with no taping, stapling or stitching. 


UNIQUE—because it folds flat again for reuse. 


UNIQUE—because one piece of heavy corrugated 
board forms a “‘box within a box’’ with TRUE double- 
walled, double-floored, eight-corner construction, to 
provide unmatched rigidity and stacking strength. 


UNIQUE—because it is light, durable and portable. 
Easy to lift and move by its comfortable hand holds; 
even when full—securely holding all the weight a 
girl can carry. 


Mail the handy coupon for complete information. 


THE PAIGE COMPANY, 114 East 32nd Street 
New York 17, New York 


Please send me the Miracle File Brochure. 

ee 
COMPANY __ 
STREET = 
CITY ZONE___ STATE 
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from 

any angle 
your 
best buy 


COLE 


eee PO 


Professional writers choose 
Cole above all other 
portables, because only 
Cole has all the important 
features they demand ina 
typewriter . . . Mist Green, 
Desert Sand or Cole Gray, 
Complete with matching 
carrying case... 

only $94.50 plus tax. 


COLE STEEL OFFICE MACHINES, INC. « Affiliate of Cole Steel Equipment Co., Inc. « 415 Madison Avenue e New York 17, N. Y 
For More Information Circle No. 450 





This general-purpose office copy 

YOU GET machine will handle all your routine 
copying needs—letters, invoices, 

TH news Clippings, reports —anything — 
ES [ with the greatest of ease. And, Quick 

Silver will also give you all the extra 


benefits listed below. No other office 

copy machine is so versatile as Quick 

Silver, a completely new photocopy 

process. 

1. UNLIMITED NUMBER OF QUALITY COPIES FROM 
ONE MASTER. And every copy of the same 
high photographic quality. File the mas- 
ter and make additional copies from it 
whenever you need them. 

INEXPENSIVE COPIES. Quick Silver copies 
are only 5 cents each! Only a single sheet 
of paper is used; the throw-away sheet 


has been eliminated. 


FAST COPIES. Designed for volume, one 
Quick Silver ‘300’ machine with a single 
operator will turn out the same number of 
copies per hour as two transfer machines 
and two operators! Naturally, that means 
more production for less money. 

PAPER NEGATIVES FOR OFFSET PLATES. In 25 


r seconds and for only 5 cents Quick Silver 
a, will make a negative in your own office 
which would cost you $1.50 if you sent 


it out to be made. 


WILL COPY HARD-TO-COPY ORIGINALS. Not 
only that, but Quick Silver can make a 
good copy from a blueprint or a photo- 


stat. It will make a copy of a copy...even 
a heat-transfer copy! And it does it in one 
pass through the machine, with no inter- 
mediate step. 


MAIL COUPON TODAY 


ee a ee ee ee en 
PEERLESS PHOTO PRODUCTS, INC. 


SHOREHAM, L. |., NEW YORK PEERLESS 


Gentlemen: So 
CJ Please arrange for a FREE DEMONSTRATION of 


Quick Silver in my own office. 














[] I'd like more information about Quick Silver. Please send your FREE folder. 


Name 





Company 





| Address 





as es GES ee ee ee eee ees ee 


4 
Innate nee 
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... THE RIBBON THAT 
DOES EVERYTHING! * 


> Everything you could reasonably 
expect a business machine ribbon to do 
... from general typing to data proc- 
essing! Whether used for manual or 
electric typewriters, billing machines, 
tabulators, wire printers or any of the 
newest high speed data processing ma- 
chines, Columbia Silk Gauze ribbons 
deliver the results you want. 

Silk Gauze ribbons have proved 
themselves through years of superior 


performance. They are made of the 
finest, lint-free silk obtainable, inked 
by an exclusive Columbia process. You 
get the sharpest, most uniform write 
you've ever seen. Super-strong, extra- 
length Silk Gauze ribbons are still on 
the job long after ordinary ribbons 
have called it a day. 

For a demonstration of Silk Gauze 
ribbons that meet your particular re- 
quirements, call your Columbia sup- 
plier or consult the Yellow Pages. 


, a) 
SILK GAUZE RIBBONS 


by 


e ® 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, New York 
Columbia Ribbon & Carbon Pacific, Inc., Duarte, California 


For More Information Cirele No. 255 
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LIGHT DUTY 
HEAVY DUTY 
DOUBLE DUTY 


BATES 
ELECTRIC 
STAPLER 


MODEL C-H30 


@ Versatile 
@ Staples everything from 2 to 100 sheets 


® One electric unit with interchangeable 
Model C and H-30 electric heads* 


@ For everyday use: “0” head with 5,000 
brass staples to a load 


@ For heavy duty jobs: “H-30” head using 
high-carbon, chisel-pointed staples, up to 
100 sheets. Holds 140 staples —1/4”, 38", 10’ 


® (nly seconds to change heads 


Bates 56’ Electric... 
Automatic, staples at touch of 


paper. Standard staples, ; 
adjustable depth gauge. Removable, dats =F: 8 2 Ss faar-Jalenecleidelalays CO. 


interchangeable stapling unit. Orange, New Jersey 
Soundproofed New York Office, 63 Vesey Street, New York 7 


Write Dept. © for literature and prices. 
For More Information Circle No. 347 
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FACIT... the calculator that speaks for itself 


This is the 10 key FACIT ROTARY CALCULATOR. 
And its performance speaks for itself. FACIT 
figures faster than any printing calculator. It 
proves your figures by automatically listing the 
factors of each calculation on easy-to-read dials. 
No paper roll installations necessary. FACIT 
saves time—anyone can learn to operate it in 
just a few minutes. Cost less too! Let FACIT 
be your Calculating spokesman. Multiply, divide, 
add, and subtract—with only ten keys and the 
five fingers on one hand. 


404 Park Ave. South, New York 16, or FACIT 
235 Montgomery St., San Francisco 


FACIT CALCULATORS e FACIT TYPEWRITERS 


For More Information Circle No. 309 
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Stebeco 


SINCE 1918 


While you're sizing up that ‘big’ prospect, re- 
member—he's sizing you up, too! From the moment 
you enter his office with your business case, you're 
making impressions that make the difference be- 
tween an order and a turn-down. 

Be sure your case is an asset—not a liability. 
Be sure it’s a Stebco, first choice of top-level men 
in blue-chip industries. Stebco Cases have the 
look of quality, the aura of prestige. Sensibly priced 
for a long-term investment. 

See Stebco’s exclusive patented features at leading 


Office Supply, Luggage and Department Stores. 
For More Information Circle No. 283 


For additional information, write 


STEBCO PRODUCTS, Chicago 7, Ill. 


Over 41 years of quality business and student cases. 





No stains, no spatters! 


New "SCOTCH BRAND 


Typewriter Cleaner 
lets you type the dirt away 


For More Information Circle No. 325 


WHEsota VTi 


i Seg 
See how easy! “ScoTcH’’ BRAND’s new 
cleaner comes in a clean, dry sheet. Just 
roll it into your typewriter like paper. 
No messy liquids, no brush, no putty. 
Your hands stay clean! 


See how quick! Chemically-treated 
sheet picks up dirt, lint and ink like 
magic. Just strike each key three to five 
times; the job’s done in less than three 
minutes. (Cleans type on other office 
machines, too!) 


m7 « 


& 
EY 


‘ 


cd 
all atelie -_ 
See how letters sparkle! You'll like 
those crisp, clean letters—and so will 
the boss. ‘““ScotcH’’ BRAND Typewriter 
Cleaner costs just 98¢ for three full 8! 
x 11”sheets. Ask your office supplier now! 


STERED TRADEMARK OF THE 3M CO 





YOU be the Judge... 


of a Truly Great Bond 
. for offset and letterpress printing 


A test packet (with our compliments) of the new TRIAD No. 1 Water- 
marked Bond will dramatically illustrate what modern science and ma- 
chinery can do in producing a truly fine quality paper. 

Groveton’s new 3-Stage Bleach Plant makes possible the ‘“whiter-than- 
white” brilliance plus a full range of ‘Hi-Fi’ spectrum-true colors. Test- 
run the samples and see how TRIAD’S opacity makes heavy inking 
practical. See how its great strength and surface-sizing permits high 
speed running, easy folding and smooth erasing. TRIAD means that 
now you can afford the best! 

A note on your letterhead will bring you a trial 
packet of TRIAD Bond Paper...by mail. 
TRIAD Mimeo and TRIAD Duplicator will 
also be included on request. 








‘STRie 


America’s Fastest Growt ing Line 
of Duplicating Papers 


>. 


TRIAD Paper is Mill Cut on 
four sides and humidity 
treated for wrinkle-proof 
running. Moisture-Proof 
wrapped in ‘Vapotite’. 


G roveton Papers Co. 


GROVETON, N°E W HAMPSHIRE 


For More Information Circle No. 341 
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Paperwork-duplicating costs 
enough to make you see red’? 


letter, invoice, even bound manuals! Each copy is 


photo exact, legally acceptable 


You don’t have to be a large organization to 
fit from xerography’s near-magic speed and 
is used today t in paperwork duplicating. Send for 
work, to di proof-of-performance folders showing how compa- 

Xerography copies anything written, printed nies of every size save thousands of dollars annually 
typed, or dra in cond onto ordinary with xerographic copying equipment. HALorw 
paper, offset paper masters, vellum, or card stock Xerox Inc., 60-218X Haloid Street, Rochester 3, 
With it you can enlarge, reduce, or copy size-to- N. Y. Branch offices in principal U. S. and Cana- 


size . . . from any original—engineering drawing dian cities. Overseas: Rank-Xerox Ltd., London. 


HALOID 
XEROX 


Xerox Copyfio® equipment for inexpen- 
XeroX master-making equipment for offset duplicating sive, high speed, volume reproduction 
enlarges, reduces, or copies size-to-size from microfilm or origina! documents. 


For More Information Circle No. 268 
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Nylon and silk rib. 
bons for data proc- 
essing | equipment. 
Manufactured by 
Kee Lox Mfg. Co., 
Rochester, N. Y., 
the ribbons contin- 
uously record up 
to 1000 lines a 
minute in com- 
puter installations. 
Single, double and 
multiple colored 
ribons are made, 
the latter two for 
color coded work. 


THe Orrice—April 


. 1960 





The national budget was re- 
duced . . . to microfilm. 
Betty Thompson (Miss Mi- 
crofilm of 1960 for the 
National Microfilm Assn. 
convention this month) holds 
the 16mm film upon which 
Haloid Xerox Inc. copied 
the national budget’s 1200- 
odd pages. 





New Office Building 


In Chinatown 


New office building of 25-year-old Federal 
Savings & Loan Assn. in San Francisco’s 
Chinatown has a glass-enclosed exterior 
elevator (at left side of building). The 
mesh aluminum panel on the right side 
bears the firm’s name in Chinese charac- 
ters and screens a fire escape. Building 
was designed by architects Masten, Hurd 
& Gwathmey. W. C. Tait Corp. were 
general contractors. 


Ground floor has eight teller stations. Teakwood is used on walls and tellers’ desks 
which have red Formica tops. Red lacquered latticework backed by white cloth diffuses 
light from rear windows. Note the carved antique Chinese arch over manager’s alcove 
at left. (See opposite page.) 








The basement of Federal Savings & Loan’s 
building (above) contains the vault and 
safety deposit boxes. Also in the basement 
are the first public restrooms (at right) in 
San Francisco’s Chinatown. These are 
attractively decorated with large mirrors 
and murals in gold and turquoise. 

The second floor of the building has con- 
ference room and employee facilities in- 
cluding a_ kitchenette. The building’s 
upper floors will be leased to rental tenants. 
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Following a fire 
caused by spon- 
taneous ignition 
which destroyed 
many valuable 
court records in 
Cook County, IIL, 
Erecta - Shelf was 
installed to perméf 
freer air circula- 
tion and add fo 
sprinkler efficiency. 
Erect -Shelf is a 
product of Metro- 
politan Wire 
Goods Corp., 
Wilkes-Barre, Pa. 


Some 700 newsmen from 20 countries who covered the Winter Olympics had the use of 
500 Touch-Master 2 typewriters donated by Underwood Corp. Many of the machines 
were built with foreign keyboards. 
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Filed on the magnetic tape held by Carol 
Guthrie is all the data contained in the 
piles of paper in front of her. Center serv- 
ices banks, brokerage houses, insurance 
companies and other firms in_ financial 
district. 


Operators at com- 
puter console mon- 
itor the RCA 501 
electronic data 
processing system 
at the new RCA 
Electronic Systems 
Center in New 
York. 
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RCA’s New York 


Data Processing Center 


John E. Johnson, vice president-marketing, 
RCA Electronic Data Processing Div., at 
RCA’s new Electronic Systems Center on 
Wall St., New York. Each reel holds 2400 
ft. of tape and can feed data to the center’s 
computers at 33,000 characters a second. 








Incoming order in- 
formation is typed 
on an A. B. Dick 
Azograph master 
at Quality Park 
Envelope Co., St. 
Paul, Minn. From 
this master, all re- 
lated paperwork is 
duplicated. 


Order System 


Printed production 
forms including 
envelopes, color 
coded sheets, half- 
sheets, etc., are se- 
lected from rack 
by Azograph oper- 
ator. Forms are 
not pre - collated 
because _ different 
series are used for 
different kinds of 
orders. 


Operator places 
master on dupli- 
cator. Because 
process is clean, 
she has no fear of 
dirtying her white 
sweater. (See op- 
posite page.) 





Logan R. Beisner (right) controller, Quality 
Park Envelope Co. which produces 2'2 
million envelopes a day, says the progress 
of any order can now be pinpointed by 
office personnel no matter where the work 
may be in their 170,000 sq. ft. plant. Only 
one typing operation is required for all 
orders and backorders. 


When job ticket returns from shipping de- 
partment, Azograph master is pulled from 
file to create invoice and accounting copies. 


Duplicated job 
ticket and other 
papers are routed 
to factory office 
where jobs are 
scheduled. Then 
papers move 
through the  fac- 
tory (background) 
to control job 
progress reporting. 





Rose Growing Requires Lots of Figuring 


Carl Edres, treasurer, Edres 
Floral Co., New Philadelphia, 
Ohio, which grows and ships thou- 
sands of roses every year, says 
every bud has to be counted and 
calculated many times before and 
after it is cut. Otherwise, either 
a shortage or oversupply would 
impair business. Daily records are 
kept of the flowers cut, their length 
and the location where grown. 
Posted to a perpetual inventory, 
figures tell exactly what orders 
can be filled. A count of the roses 
sorted is reconciled against the 
number cut to determine if losses 
are excessive in either operation. 


Gene Edres, presi- 
dent of the firm, 
uses an automatic 
printing calculator 
made by Victor 
Adding Machine 
Co. to control 
their rose produc- 
tion. Figures indi- 
cate when to plant 
additional benches 
of flowers, how 
many to plant and 
what the expected 
harvest may be. 
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cefinder fH 
spacefinder Ing system 
*successfully saving time, space 
and money in thousands of offices 


Revolutionary new Spacefinder Filing System gives savings up to 50% in 
clerical time, floor space, and cost — while affording the same dust, dirt and 
file protection as drawer files. Write for Planning Kit and Free Catalog. 


identify the six filing applications above? (1) Medical record 


you 
ar ' 2 TT ron | ; nn < (9) lisor nt ¢ 
outstanding Pennsylvania hospital. (2) Bluepri ¢ 


tion of a leading manufacturer of data processing equipment 
a prominent Los Angeles sa\ and loan 


‘ n r A 4 le — f } anartmant 
t g in Auto Use Tax divisior T ne Depa t 4 


Mat Vahiclo " so W er . } c. . : ' 
Motor Vehicles a large Western state. (5) Sav n the one-s 


¥ space 
personnel office in a national airline regional 
office. (6) Beauty and orderliness in the home ry" za 


office of a major western insurance company. rRODUCTS CO. 





Free Planning Kit shows how Spacefinder Filing System can 
save time, space, and money in your office. Write to Free Plan- 
ning Aids, Tab Products Co., 995 Market St., San Francisco 3. 
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Why HAMILTON BOND prints better 


If you print your own interoffice memo heads and other business forms, you 
want a No. 1 sulphite bond that 


lies flat, won’t cur] 

responds immediately to feeds 

has good ink receptivity 

has a genuine watermark 

feels like a quality paper, crackles like a quality paper, 

types and erases like a quality paper 
That’s Hamilton Bond! Prove to yourself that your work is as good as your 
bond, and that Hamilton Bond brings out the best in your work. Eleven at- 
tractive colors for color-coded office forms, plus three finishes in bright white. 


SOLD BY AMERICA’S LEADING PAPER MERCHANTS H. . ' HILTON. 
tf ‘ 


: 2h he i, SR ae Se 
Hamilton Paper Company, Miquon, Pa. 
Mills at Miquon, Pa., and Plainwell, Mich DA p FE R S 
Offices in New York, Chicago, Los Angeles 
For More Information Circle No. 250 
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Both more than mere machines 


Below is the Here is the Underwood 
brilliant Underwood Touch-Master II 
Documentor standard typewriter. 
electric typewriter. It's functionally 
It appeals to designed. Try it— 
high-volume typists, you'll find it 
because typing requires less 
tasks on the Documentor effort than other 


are electrified! standards! 





Behind these two office time-savers are Underwood's 65 years of designing, produc- 
ing, and improving typewriters. They are part of the most complete line of business 
machines in the world. All are the result of Visioneering— Underwood's ability to 
foresee your particular problem and help you solve it! 

ration ® One Park Ave. * New York 16, N. Y. 
Standard, Electric, and Portable Typewriters Add ing an d Accounting Machines: 


Data Processing Systems; Filing Systems; Supplies Electronic Systems and Components 
For More Information Circle No. 280 
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Fmagine ... 
THIS CABINET 
CONTAINS 


400 
OFFSET PLATES 


a 





tte: ban 


. FILEOMATIC 


PLATES - STENCILS 


SAFELY © CONVENIENTLY © ECONOMICALLY © COMPACTLY 


File-O-Matic is a complete system for 
storing that automatically organizes the 
material to be stored. It’s tailor-made 
for the graphic arts materials. 


For those who need convenient storage, 
but have their own control system, File- 
O-Matic offers the perfect solution with 
its compact cabinets and strong, easy to 
handle storage envelopes. Six sizes... 
from 9” x 18” to 201y” x 2314”. 


CABINETS 


All metal construction. 
individually or stacked. 


Can be used 


STORAGE ENVELOPES 


Made of heavy kraft paper. Slip onto 
clips suspended from a crossbar in the 
cabinet . . . easy to insert or remove. 
Printed form on face of envelope has 
space for detailed information normal- 
ly found on a job ticket. A duplicate of 
this form can be furnished printed on 
1014” x 16” bond paper, can be used 
for estimating, billing, or as a quick 
reference copy. 


For complete information and descrip- 
tion see your Graphic Arts Supplier or 
send for Bulletin A700-O. 


COMPANY, INC. 


General Office and Factory: 4110 W. Grand Ave. « Chicago 51, Ill. 
Eastern States and Service: 215 Park Ave. So., New York, New York 


For More Information Circle No. 359 
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; OT) | a 4 ol a ele) 
NOW. prorEssiONAL QUALITY 
PLASTIC BINDING! 


with these HAND-OPERATED 


PLASTICO 


PUNCHING & BINDING UNITS 





Model 24 
Punching Unit 


Precision-punches pages fast and easy Binding Unit 


with powerful SHEARING ACTION! Just insert cover and pages 


— oe ... pull lever . . it’s PLASTICO-BOUND! 


SO EASY, SO SMART, SO QUICK! : 
Two simple operations complete a PLASTICO BINDING in 
minutes! Precision machines guarantee professional results. Exclusive 
And these easy-to-operate machines cost so little they soon 


pay for themselves—save you money from then on in. Cata- ARCH DESIGN 
logs, brochures, manuals, financial reports, price lists and many for added strength 
other items are all easily bound for a long life of service. ood beauty 
A FEW PROFITABLE TERRITORIES OPEN | 

for live-wire distributors 
Punching and Binding Machine sales create continuous repeat-profits on plastic binding 
elements. Write on your business letterhead for full details. 
P.S. We also manufacture power equipment. 


For More Information Circle No. 289 


(ie PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 
732 Sherman St., Chicago 5, Ill. @ 15 West 24th St., New York 10, N. Y. 


PLASTIC BINDING CORPORATION 
Oept. O 732 Sherman St., Chicago, 5 Illinois 


Please rush FREE BOOKLET giving me full information about 
the new PLASTICO Hand-Operated Punching and Binding 
Units for office use. 


Name Title 





Firm 





Address 





City Zone —_ State 








Thermofilmer! 


A new machine 
with 
thousands of 


business applications! 





A few seconds and your letters and documents 

are ‘‘thermofilmed’’-——permanently sealed into a 
clear, transparent plastic, fully resistant to moisture, 
grease and chemicals. Thermofilm gives foolproof 
protection against alteration of valuable documents! 
Thermofilm—the plastic lamination that is sure and 
clear, fast and simple in one compact unit... 
EICHNER Thermofilm. 


EICHNER-ORGANISATION 


UNTERLINDAU 21/29 e FRANKFURT/MAIN 
GERMAN Y 


For More Information Circle No. 291 
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your complete line 
of money-makers: 


itemizing cash registers 
adding machines e safes 


Ifere is the opportunity 
of your lifetime! The 
complete line of low- 
priced REGNA cash reg- 
isters and adding = ma- 
chines means: PROFITS, 
PROFITS and more 
PROFITS! 

Fascinating, jet-aged 
models meet every de- 
mand of today’s and _ to- 
morrow’s business-builders. 
Choice of electric, hand, 
10-key or full-keyboard. 
Send today for informa- 
tion and literature. 

Move fast — it’s profit- 
able! 





It's low-priced! It's profitable! 
Mail the coupon. Mail it today. 


Mail it NOW! 


REGNA CASH REGISTERS INC. 
175 Fifth Avenue, New York 10, N. Y 


JOELI fireproof safes, of revo- 
lutionary new design, sweep 
the world with fantastic sales 
success. Several sizes and 
models available. 

in Canada: Regna Cash Revisters of 

Canada Ltd 
704 Notre Dame., W. Montreal, Q 


ue. 
OUTSIDE CONTINENTAL U:S.: 


Jorgen S. Lien, Box 522, Bergen, Norway NE STAT 


Information Circle No. 247 
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THIS TRADE MARK STANDS FOR 


| Ae ton 























SPECIALIZING IN 
Cutting and Edging Typewriter Ribbon Fabrics 


Cotton and Silk’ Viylon Fused 


WIDTHS ACCURATE @ ALL WORK GUARANTEED 


a 


PROMPT SERVICE 


eR PILE CUTTING CORP. 


178 FIFTH AVENUE, HAWTHORNE, NEW JERSEY 











For More Information Circle No. 229 
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DURALON’ 


For typewriter and tabulating machine 
use, the DURALON ribbon is produc- 
ing amazing results. Here are typical 
dealer comments: 


“XYZ company was highly complimen- 
tary about the DURALON ribbon—it 
outwore all previous ribbons!” 


“The customer reaction to your mailing 
booklet, ‘Now Try DURALON’ is the 
best we’ve ever had. Send us an addi- 
tional supply.” 


“DURALON” is a new, exciting, synthetic typewriter ribbon 
fabric developed through Allied research, which combines in 
a single fabric the advantages of many fine fabrics. 

Its fabric wear and resistance to cutting suggests its similar- 
ity to nylon, Yet, its far greater ink capacity makes possible 
a uniformity cf impression in a variety of writing strengths 
not possible with other fabrics. 

The result—a typewriter ribbon that yields impressions of 
unbelievable fineness and cleanliness. Its wearing quality makes 
it an outstanding value at a price just pennies over the 
higher priced cotton ribbons. 

Let the Allied man show you DURALON and other items in 
our complete line of duplicating supplies, designed for today’s 
needs to outperform today’s competition—and you'll begin to 
appreciate the value of an Allied franchise—with its policy of 
sales through limited, authorized dealers only. 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 


Western Office and Warehouse: 3425 So. Main, Los Angeles 7, Calif. 





ec 





Among the world’s finest duplicat- 
ing products: Flagship patented me- 
tallic back carbon paper, Flagship 
carbon paper ribbons, Offset rib- 
bons, Tabulating ribbons, Addresso- 
graph ribbons, Diazo ribbons, Hotel 
Register carbons, Artist transfer 
carbons, School packs, Carbon bind- 
ers, Spirit carbons, Stencils. 


ALLIED CARBON AND RIBBON MANUFACTURING CORPORATION 


*Registered U. S. Patent Office. 


For More Information Circle No. 245 
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THE PREMIER eo’. 


























A Necessity for Industries, 
Banks, Insurance, and all 
businesses with duplicating 
departments . . . Printers, 
Letter Shops, Stationers, 
Schools 


Precision cutting! 

Cutting blade runs on precision bearings 
Hard maple table on steel frame. Cutting 
gouge graduated in 1/16" increments 

for complete, accurate cutting 


Easy to use! 

Advanced mechanical leverage system 
cuts ony printing stock 18” wide x 2” thick 
Fast-setting back stop controlled 
cutomotically by rotary handle. 


Safer than scissors! 
Safety knob must be released before blode 
is lowered. Any employee, mole or female, 
can operate the Premier Reom Cutter 
in complete safety. 
© Priced far less than smaller 
competitive models! 
Complete machine ®@ So safe, so easy, anyone con cut poper 
Ba t+ in USA. to your needs 


© Cutting blade of finest oir-hordened 
95 tool steel 


SPECIFICATIONS 

LESS STAND Cutting width. .. ; seetxesceee™ 
Cutting capacity (thickness)...........2” 
Overall size........ ic eae 


“a 2 
vor _ “$9995 Net weight. ... sabias 102 pounds 





MARTIN-YALE, INC.,, 2100 w. Fulton St., Chicago 12, Ill. 
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“SCOTCH” is a registered trademark of 3M Co. 
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++ WHERE REstaRen 1% THE KEY TO TOMORROW 


_ It'S so clean, so easy 
...that’s why we attach 
papers with 


SCOTCH BRAND 


Double-Coated ‘Tape 
No. 665 


Why waste time with old-fashioned glue 
or paste? “ScoTcH’’ BRAND Double-Coated 
Tape sticks on both sides, 
works like glue in ribbon form! 


There are no sticky fingers, no spills, spots 
or wrinkles on important papers. 
With the new C-12 Applier this handy linerless 
tape cuts mounting time up to 50%! 


More and more offices are discovering this 
neater, faster way to mount papers, to 
make attachments to assemble contracts or other 

documents. Call your stationer 
or office supplies dealer for ‘““ScoTCH”’ 
BRAND Double-Coated Tape No. 665! 


3M COMPANY, Dept. CBV-40, St. Paul 6, Minn 
I'd like more information about 
“ScoTcH” BRAND Double-Coated Tape No. 665 


] Please send descriptive brochure Please have salesman call 
NAME 
FIRM. 


ADDRE: 





Gilbert 
TYPEWRITER 
PAPERS... 


Now in Sparkling New Flip-Top Boxes...A new feature has 
been added to the popular Gilbert line of boxed typewriter papers. The familiar 
red and white box now has a flip-top opening that makes it so easy to take out 
only the paper required for immediate use. There are no crumpled edges, or 
prying with fingernails to remove the paper. Then too, with the lid closed the 
remaining paper is fully protected until used. 

You'll find Gilbert cotton fibre papers better than ever, with the beautiful Hi-Fi 
white. All grades of Gilbert bond papers and onionskin papers are available in 
the new boxes: 842 x 11, 500 sheets to the box. In addition, there is the 8% x 11, 
100-sheet box, as well as regular ream wrapped cut-stock, in a variety of sizes. 

Ask your Gilbert Merchant, printing supplier, or stationer about the new Gilbert 
flip-top box or other cut-size Gilbert Papers. 


GILBERT PAPER COMPANY 


Menasha, Wisconsin 


For More Information Circle No. 260 
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How to Determine the 


Total Sample Size for 


Work Sampling Studies 


JOHN A. RITCHEY, Associate Professor, Industrial Engineering, 


ESPITE THE CONSIDERABLE 
D amount of literature on the general 
topic of total sample size, in the opin- 
ion of the author, a misleading method 
is commonly used to determine total 
sample size in making work sampling 
studies. This article will review meth- 
ods of determining total sample size and 
point out their strengths and weak- 
nesses to aid work sampling practition- 
ers and teachers to avoid the pitfalls 
that may lie in certain techniques. 

In work sampling, there are three 
general ways to approach the problem 
of total sample size. The first is the 
tried and true formula based on the 
, binomial theorem: 


{— 
N 


S = the desired relative accuracy. 
p = the percentage occurrence of ac- 
tivity or delay under study. 
N = total number of random obser- 
vations. 
To make useful a formula with three 
unknowns, some assumptions must be 
made about two of them, and that is 


Sp=2 
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Purdue University, Lafayette, Ind. 


exactly what is done here. Either the 
desired relative accuracy is already 
specified, or the analyst must make an 
arbitrary decision as to desirable rela- 
tive accuracy. A common practice ap- 
pears to be the use of +5% as a rela- 
tive accuracy. The percentage, p, is 
basically the answer sought, but here 
again for purposes of preliminary cal- 
culations it is possible to assume a p 
or to make a short study of what p 
appears to be and use that figure. With 
S and p, it is possible then to compute 
N, recognizing of course that the ac- 
curacy of N will be no greater than the 
accuracy of p which was assumed. Af- 
ter the computed number of readings 
have been taken, the formula can be 
used in reverse to see if the desired ac- 
curacy has been attained. Actually, one 
can assume or estimate any two of the 
three unknowns and from these get a 
rough idea of what the third unknown 
is. This fact has given rise to the many 
alignment charts which make it possible 
to read these figures directly, eliminating 
the need to make computations. 
Incidentally, if one has no idea of 
what p is and still wants to get a rough 
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idea of the number of readings to take, 
the assumption of p = .5 will always 
be safe. In general this will cause too 
many observations to be taken, rather 
than too few. Once the study is under- 
way some preliminary calculations of 
p can be made and the estimate of the 
number of required observations can be 
revised accordingly. 

The expression “tried and true” was 
used to describe the above formula and 
method for getting at the sample size 
problem, and the author wishes to em- 
phasize this fact. This method yields 
a 95% confidence level, which is satis- 
factory for most studies. It can be used 
to get an idea of the number of read- 
ings to take at the beginning of a study 
and then used to get an idea, during 
the study, as to whether or not enough 
readings have been taken to attain the 
relative accuracy desired. If you use 
this method only and do not even give 
lip service to any other, there is no need 
to read further. 

A second method sometimes used in 
sample size problems is the use of con- 
trol charts where the upper or lower 
control limits are set at the two or 
three sigma points. For three sigma 
limits the formula would be: 

[? (1—p) 
Control limits = p + 3 \ ee 
n 


where p is the average percentage oc- 
currence and n is the sample size or the 
number of observations per day or per 
week rather than the total number of 
observations in the study. To use this 
technique a number of preliminary 
samples must be taken to get an idea 
of what p will be. From these samples, 
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control limits can be computed and 
placed on a chart. Subsequent samples 
can be plotted on the chart to indicate 
how much “in line” these samples are 
with the preliminary ones. 

Whether or not this procedure aids 
in determining the total number of ob- 
servations that should be taken is open 
to question, although it is reportedly 
used for this purpose. There is no 
doubt that the control chart gives an 
excellent measure of performance sta- 
bility. Perhaps good stability, as deter- 
mined by visual inspection of the chart. 
would cause the analyst to reduce the 
number of observations required; but 
at best such a determination would be 
made on a subjective basis, and this is 
hardly desirable. It seems reasonable 
to conclude that the best application of 
a control chart is to keep current per- 
formance in line with past performance. 
It offers very little help in learning how 
many total observations are necessary 
to achieve a specified accuracy. 

The third commonly reported method 
of determining total observations re- 
quired is the accumulation of observa- 
tions and the plotting of resulting data 
on a chart. Fig. 1 illustrates such a 
chart, the data resulting from a study 
reported by a large automotive com- 
pany. The line of reasoning used in 
this method is that, after a certain num- 
ber of observations (1046 in this case), 
the per cent idle time levels off suffi- 
ciently so that no further data are re- 
quired and the study can be discon- 
tinued. Presumably, in this case, the 
final percentage of 17.3 was considered 
the answer sought. 

It is my contention that this method 
of determining total sample size may 
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reveal interesting information, but it 
does not yield accurate information in 
regard to what the total sample size 
should be. To illustrate this, I present 
the following results of playing with 
a table of random numbers. 

I have taken 20 columns of two- 
digit random numbers, each colunjn 
containing 50 numbers. Each two-digit 
random number was considered to be 
an observation and a column of 50 
numbers was a sample. The averages 
of the samples are plotted in Fig. 2. 
In Fig. 3 the same date has been ac- 
cumulated in a manner similar to that 
used to produce Fig. 1. 

Please note the similarity between 
Fig. 1 and 3 as far as the leveling off 
of the data is concerned, and that such 
leveling off can be made more or less 
dramatic by adjusting the scale used 
for the vertical axis. In Fig. 1, when 
the cumulative plot leveled off, we 
claimed that we had taken sufficient 
data. Can we say that for Fig. 3—par- 
ticularly when we know that the data 
comes from random numbers and there- 
by has no “answer” in the usual sense? 
Obviously such a claim is misleading 
since we can conclude that a prepond- 
erance of any kind of data will level 
off when accumulated, and the effect 
of another observation or sample will 
be practically nil—no matter how far 
away from the current average it may 
be. Anyone viewing the plot of the 
data would conclude that more observa- 
tions would be unnecessary, and his as- 
sumption would be correct, if based 
on this technique. The technique simply 
has no value in determining total sam- 
ple size. 

Let us go back to the data which was 


used as a basis for Fig. 1. In this study 
the author did not state the accuracy 
he desired, but if we compute the ac- 
curacy he actually obtained by using 
the formula presented earlier, we find 
it to be +13.5%. Maybe this figure 
was satisfactory for his purposes, but 
for general use in work sampling studies 
it simply is not adequate. It appears 
to me that the analyst was misled by 
his cumulative chart and merely stopped 
taking samples too soon. 

This leads us back to the tried and 
true formula for total sample size out- 
lined in the first part of this article. 
This formula, or a variation of it de- 
pending on the confidence level desired, 
is the only logical, objective and correct 
way to solve the problem. Control 
charts provide little help although they 
are quite satisfactory when used strictly 
for control purposes. On the other 
hand, the cumulative percentage charts 
are completely misleading and, as 
pointed out earlier, lead to the same 
conclusion regardless of the source of 
data. 

We all have a tendency to favor some 
particular technique and use it in pref- 
erence to others regardless of its valid- 
ity or lack thereof. I realize that this 
analysis of the techniques commonly 
used to determine total sample size will 
not deter many work samplers from 
using control charts or cumulative prog- 
ress charts for this purpose. I sincerely 
hope, however, that the weaknesses of 
these two techniques will be recognized 
and understood and that it will be re- 
membered that the basic formula is the 
only way to guide a work sampling 
study at a known level of confidence 
and accuracy. 
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Whiteprint Master in Form 
Speeds Order Processing 


ERNST HARPUR 


FORMS IMPROVEMENT at more than money savings in operations. 
Orr Iron Co., Evansville, Ind., An important by-product was the good- 
part of a profit program spearheaded will of customers. One of Indiana’s 
by R. M. Fridrich, treasurer, turned up largest distributors of machinery, hard- 
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The four-part order form. The original is a whiteprint master. 
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ORDER DEPT 





1. Invoice 

2. Order Acknowledgement 
3. Packing Slip & 2 Labels 
4. Delivery Receipt 





Salesman writes Order 
with exception of price 


& costing Information. 





" 
| 


en) 


| 
2 — To Customer 





Order is checked for accuracy 
& credit. Shipping date is established 
& inventory control figures are added. 





ware, steel and industrial supplies, Orr 
found that its antiquated methods were 
affecting its billings and in some cases 
were having an adverse effect on cus- 
tomer relations. 

Analysis showed that an erratic flow 
of customer orders from office to ware- 
house caused peakload problems, in- 
volving extra help in warehouse and of- 
fice. Ten different pieces of paper were 
formerly involved with each order. 

A new order form was prepared, 
requiring only four-parts including 
a duplicating master. The salesman 
writes the order and gives part 2 to the 
customer as his acknowledgment copy. 
The remaining three parts, bound to- 
gether at a stub, are sent to the office. 

When the three order copies are re- 


ceived from the salesman, they are 
checked for accuracy of part numbers 
and descriptions. The requested ship- 
ping date is noted and inventory con- 
trol figures are added to control ware- 
house stocks. The set is then sent to 
the warehouse which makes the ship- 
ment. The new system permits ship- 
ment within an hour of receipt of or- 
der by the warehouse. Part 3 is en- 
closed with the shipment as packing 
slip and shipping label. Part 4 is the 
delivery copy accompanying the ship- 
ment. 

Part 1, the whiteprint master copy, is 
sent to accounting, where prices and 
extensions are computed and added. 
Copies are then run off for customer’s 
invoice, salesman’s and office copies. 
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Another feature of the new program 
is the control over backorders. A new 
set of forms are run off containing the 
backordered items, with a special back- 
order number written in. This is filed 
until warehouse notifies receipt of re- 
placement stock. The same procedure 
as a new order is then followed. Thus 
Orr’s profit program has resulted in a 
system that gives them these advan- 
tages: 

1. Personnel in billing and order de- 
partments has been reduced by five 
persons. 

2. Personnel handling orders in ware- 
house has been reduced by two, due 
to more even flow of orders coming 
from office. 

3. Since it is no longer necessary to 
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recopy or transcribe orders (salesman’s 
handwritten forms are used), orders 
reach warehouse within an hour after 
receipt in office. 

4. Faster shipments are made. 

5. Billing has been speeded up and 
invoices often reach customer before 
receipt of the shipment. (Formerly 
there was a lag of two to three weeks 
after shipment before invoice was sent.) 

6. Errors and mistakes in billing, 
and in ordering and shipping, have been 
eliminated because all records are an 
exact duplicate of the order signed by 
the customer. 

The most important result, according 
to Mr. Fridrich, is the good will and 
the reputation that the new system has 
built for Orr. 





How to Use 
Timeclocks 


JACK TAYLOR 

Customer Relations Manager, 
Cincinnati Time Recorder Co., 
Cincinnati 


EDERAL LAW makes it manda- 
F tory to keep sufficient employee 
time records. These records must show 
employee’s name, home address, occu- 
pation, hour and day when workweek 
begins, regular hourly payrate for any 
week when overtime is worked, hours 
worked each workday and total hours 
worked each workweek. Records also 
must include the total daily or weekly 
straight time earnings, total overtime 
pay for the workweek, deductions or 
additions to wages, total wages paid 
each pay period, date of payment and 
pay period covered. These same records 
are often required by state agencies 
while, for your own internal purposes, 
they are valuable. 

Modern timeclocks ease this record- 
keeping load and keep _ indisputable 
records of two basic accounting pro- 
cedures: payroll—pay based on number 
of hours worked; and job cost—based 
upon individual job production time. 
Within these two classifications there 
are innumerable variations, all of which 
can be handled by the correct time 
recorder. Basic models can be varied 
to meet the individual requirements of 
firms with from one to thousands of 
employees. Four major factors govern 
the selection of a timeclock: (1) num- 
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ber of employees; (2) payroll period: 
(3) system used (payroll, job cost, or 
a combination); (4) layout of factory 
or Office. 

Some authorities recommend a time- 
clock for each 100 employees, but our 
experience indicates it is better to have 
a clock for each 50 employees. A fully 
automatic clock permits as many as 
50 employees to ring in or out within a 
minute. Timecard racks are standard- 
ized to hold 25 cards. 

The payroll period may be weekly, 
bi-weekly or semimonthly. Each can 
be covered by a single time card per 
employee. For monthly pay periods, 
two cards will be necessary since size 
limitations, based on convenience and 
information required, are at maximum 
for a semimonthly period. 

Normally, clocks registering for 
hourly rated employees are placed as 
close as possible to the main entrance 
and exit. Clocks to record individual 
job time operations are located as close 
as possible to the work. Most clocks 
are mounted on a wall, but they can be 
located on desks or shelves. In multi- 
floor buildings, clocks are located on 
each floor although the number of 
employees per floor may be less than 
50. This provides the most accurate 
record of when employee actually 
entered and left his particular work 
area. This same idea is also used for 
companies with several scattered build- 
ings—clocks are mounted in each 
building. In some new one-floor fac- 
tories there are long expanses between 
the entrance and the employee’s place 
of work. If this distance is more than 
75 ft., clocks can be located within 
each department. If individual depart- 
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ments have more than 100 employees, 
two clocks should be used. Some plants, 
working more than one shift, have 
different, separate entrances and exits 
with clocks located at both places and 
separate timecards for each employee. 
Others use two timeclocks at the same 
entrance and exit; one to record the in- 
coming shift and the other for the out- 
going shift. 

As much information as required can 
be supplied by timeclocks. Some record 
the day of the week or date plus exact 
time in hours and minutes. Others re- 
cord the year, month, date and exact 
time indicating whether it is a.m. or 
p.m. For job operations, time can be 
printed in fractional hours: tenths and 
hundredths. For payrolls it is better to 
register from 1 to 12 a.m. or p.m. 
with full minutes, while in job costing 
it is better to use continental time from 
00 to 2300 and indicate minutes in 
fractional equivalents. 

One clock will automatically print 
up, down, or across the timecard. Ir- 
regular registrations can be made in 
red, and it can be adapted to any pay- 
roll timecard. There are 16 to 22 spaces 
per day per card to fit needs of three- 
shifts. Card positioning can be made to 
any minute change. This clock is fully 
automatic, and can be used where 
employees number up to 100 in the 
same location. 

A second fully automatic model re- 
cords uneven shifts with employees 
coming and going at all times. Cards 
for irregular job duration periods are 
clipped each time a registration is 
made. This positions the card for the 
next registration. It also prevents over- 
printing and will register even though 
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the employee may work only a few 
minutes. This same clock can be used 
for job costing since it has five printing 
wheels. Only with four or five wheels 
can the month and year be recorded 
in addition to the time. This clock can 
be used for as few as three or as many 
as 50 employees. 

There is an electric clock for payrolls 
of ten to 25 employees. They line up 
cards with a red indicator to secure 
the timestamp. As card is inserted, reg- 
istrations are made automatically. This 
model can be also employed in job 
work. Cards can be changed to match 
the pay period. 

There is a job cost recorder that is 
electrically operated, but registrations 
are made manually by pushing down 
a lever. Primarily for job time regis- 
trations, it can be used for payrolls of 
three to 15 employees. If the pay period 
is changed, cards are changed. All these 
styles may be equipped to ring buzzers 
or bells at the beginning and end of 
work or rest periods. 


William Koehl Co., Cincinnati, uses Sen- 
tinel timeclocks, made by Cincinnati Time 
Recorder Co., to record individual job 
operations in the manufacture of paper 
boxes. The time data is the basis of a 
bonus pay system, and cost estimates. 








The Effective Use of Incentives 


The eighth in a series of articles covering the basic 
office functions, showing how office methods can be 
improved—especially in the medium sized and smaller 


company. 


HARRY L. WYLIE, Assistant Secretary-Treasurer, Pure Oil Co., Chicago 


NCENTIVES are external stimuli 
I which, when applied to the indi- 
vidual’s motivations and desires, cause 
action. Few will deny the need for 
some type of incentive. The area of dis- 
agreement concerns specific types. One 
group promotes the technical type of 
financial incentive geared to production 
count, production standards, and vari- 
able (or sliding scale) awards. They 
make a good case, but fail to convince 
because less than 10% of the companies 
actually measure individual productive- 
ness because of the complexity of many 
office positions. Specialization of func- 
tion being practically impossible in most 
offices, it becomes unwieldy to establish 
five or six separate standards (and in- 
centives) for one position. This practice 
was followed before World War II, was 
discontinued during the war and has 
not been reestablished. 

There are ways tO measure pro- 
ductive efficiency, and most consultants 
agree it should be done, but little effort 
has been made to sell the idea of 
measured work production, probably 
because there are other areas of re- 
search which require less effort and pro- 
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duce more tangible results. An approach 
to the effective use of incentives must 
cover a wide span of attitudes and 
activities as illustrated in the following 
suggestions: 

1. Give credit for good work. High 
on the list of non-financial incentives is 
recognition for work above the quality 
ordinarily performed by competent 
personnel, During World War II the 
Army Air Force used a series of train- 
ing charts for civilian supervisors. One 
chart read, “Give credit where credit is 
due”, and it illustrated an important 
inspirational technique of recognition. 
Often management is either reluctant, 
or too forgetful and/or fearful, to give 
personal commendation lest it create the 
false impression of increased personal 
value. The fallacy here is obvious. 
Praise should not be lightly or careless- 
ly given, but should be reserved for out- 
standing work. When properly offered, 
praise feeds the self-esteem of the re- 
cipient and creates pride in accomplish- 
ment. If praise is deserved and comes 
frequently, it indicates a growth in per- 
sonal value (more salary). Of the non- 
financial incentives, personal recogni- 
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tion or praise is the most effective, but 
it cannot displace the financial incen- 
tive as the one best inciter to action. 

2. Periodically rate the employees on 
merit. Carrying personal recognition a 
step farther, there is the formal method 
of merit rating, or employee perform- 
ance evaluation, which appraises em- 
ployees’ service and promotional value 
by a set of uniform and defined charac- 
teristics that have been determined by 
management to be valuable. 

No technique of management is with- 
out its problems. Most of manage- 
ment’s activities deal with and involve 
people; hence the problems are the 
human problems in a work situation. 
The principal problem in any rating 
device is to attain validity. If the rating 
device fails to do the job, it is less 
than worthless; it is dangerous. To 
obtain validity, some rely on the techni- 
cal accuracy and complexity of the 
rating scale, so that, when used by the 
average supervisor, it minimizes per- 
sonal prejudice. Others, recognizing the 
impossibility of eliminating all personal 
likes and dislikes, train the rater for 
objectivity and usela simple, but ex- 
plicit, rating device. 


The author tends toward simplicity 
of rating and reliance on the honesty of 


the rater. Personal prejudice is less 
likely to be applied if the rating device 
is understood and if it defines the char- 
acteristics and factors being measured. 
The degrees to which these character- 
istics (or qualities) and factors may 
apply to each incumbent must be de- 
fined and understood. The author pre- 
fers to have an explanation of the con- 
duct being rated. This is accomplished 
by using examples or incidents to 
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demonstrate the employee’s specific 
rating and help explain its basis. 

Promotions and_ salary increases 
should be based on good ratings, but it 
does not follow that all good ratings 
should be attended by upward salary 
adjustments. Ratings are the evidence 
of job conduct and, to act as an in- 
centive, they must have weight in all 
monetary appraisals of the incumbents. 
In a seminar attended by representatives 
of 30 midwestern companies, it was 
the unanimous opinion that merit rat- 
ing becomes routine in application and 
pointless in effort when the rating de- 
grades to a quantitative statistical re- 
port. Rating, as a management device, 
must help differentiate employees as to 
their individual execution of job re- 
sponsibilities. 

3. Merit rating as a step to employee 
development. If merit rating is used to 
spot poor job performance to eliminate 
inefficient personnel, it will become a 
negative instrument, feared by em- 
ployees and middle management alike. 
However, if the prime purpose is to 
raise the level of performance by build- 
ing up employees and using the infor- 
mation to develop the employee by 
training and other corrective activities, 
it will serve as an incentive. Some sever- 
ances may result from continued poor 
performance and the inability (or un- 
willingness) to improve, but this does 
not destroy the positive approach. 

4. Courtesy as an _ intangible in- 
centive. Frequently courtesy is accepted 
as an inherent quality of management 
and receives little, if any, comment in 
discussions of incentives. Courtesy, 
when defined as “an expression of re- 
spect,” goes beyond the habitual 
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“please” and “thank you” of civilized 
conduct. If courtesy is practiced as a 
conscious effort, it has a false and prob- 
ably superior attitude. The courtesy one 
shows to a person who is assumed to 
be below the social status (whatever 
that means) of the principal is an ac- 
cepted evidence of good training and 
conduct. The courtesy one shows to an 
associate and employee is an expression 
of respect and acceptance of that person 
as an equal. Insincerity is easily spotted 
by children and some adults. Courtesy 
must be felt, but it can be learned. It 
is essential for the development of good 
morale. 

5. Communications as an incentive. 
Another form of recognition is the 
willingness of management to com- 
municate with employees to the fullest 
possible extent. If employees must de- 


pend on newspapers and trade journals‘ 


for information about their companies, 
it can be stated with a high degree of 
certainty that morale is not very high. 
It is hard to defend a lack of corporate 
or company information in the face of 
an admitted desire to develop employee 
enthusiasms and cooperation. 
Reporting births, deaths, retirements 
and other personnel data does not con- 
stitute “communications” in the fullest 
meaning of the word. Employee com- 
munications must go deeper than vital 
Statistics, important as they are, and 
should include information on operat- 
ing, financial and policy matters which 
will affect employees directly or in- 
directly, disclosures of which dignifies 
them by acceptance as a part of the 
company. This type of information 
usually originates with, and is cleared 
by, top management. It is not classified 
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information, nor does it deal with trade 
secrets or company plans, the disclosure 
of which could be serious and costly in 
the formative stages. In most cases, the 
information is that which will be made 
public, but is given to employees before 
public release. Although some com- 
panies use a regular weekly or monthly 
executive bulletin with interim reports 
as required, it is better to issue the 
bulletins if and when there is something 
to report, or else communications may 
become routine. 

6. Develop employees’ importance as 
part of the company. The “company 
team” expression can be overworked. 
It’s much like an expression of endear- 
ment (analogy only), if it is not backed 
up by action. In the Navy Management 
Review, June, 1959 page 23, under 
“Obtain Maximum Effort,” there is an 
excellent summary of the basic manage- 
ment attitudes which are essential for 
improved performance: 

e Employees must respect their super- 
vision, and this respect is earned by 
men who are competent, considerate, 
fair and firm. 

e Employees must feel they are re- 
spected as individuals; that their super- 
visor believes in them; and that their 
feelings and personal dignity will not 
be violated. 

e Employees must feel they are fairly 
paid in relation to the work they are 
doing and in comparison with other 
workers. 

e Employees do their best work when 
they feel that their office is a democracy 
rather than a dictatorship, and this feel- 
ing is fostered by keeping them in- 
formed through talks and in print. 

@ Workers appreciate reasonably regu- 
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lar hours, and constant infringement 
upon their private time causes resent- 
ment or results in general laxity and 
loss of time during the day. 

e@ Certain people are chronic trouble- 
makers in an office, and the executive 
who has the courage to dismiss them 
will gain respect and better work from 
other employees. 

7. Organization development by pro- 
motion is essential to incentive plans. 
Assignment of personnel is a major 
problem because the efficiency and 
ability of the individual becomes a 
prime factor in the evaluation. How- 
ever, the interest and satisfaction of the 
employee also must be considered. If 
the job to which the individual is trans- 
ferred fails to provide personal satis- 
faction and offers no outlet for occupa- 
tional interests, even though the transfer 
solves an immediate organization prob- 
lem, it offers no long-range solution to 
the development of an organization. 

Promotion is a long-range incentive 
which does not motivate all employees 
with equal force, but there are simple 
and effective interim rewards for meri- 
torious performance. A plan used by 
a west coast manufacturer is based on 
a point system which recognizes man- 
agement’s prerogative to reward beyond 
the limits of a defined plan. In this 
informal plan of financial incentive, 
simplicity of design is considered pre- 
ferable to absolute accuracy of measure- 
ment. Three factors are recognized: (1) 
service record of employee; (2) salary 
level of employee as an indicator of 
the level of his job; and (3) opportunity 
of financial reward based on some out- 
standing incident or work contribution 
which may not be recurring but which, 
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in Management’s opinion, deserves 
recognition. 

The financial incentive pool is 
established by either setting aside a 
percentage of the total monthly payroll, 
or a percentage of profits, or by the 
accumulation of a fixed monthly sum. 
Distribution of the incentive is based 
on group activity rather than individual 
measurement, and should be based on 
the attainment of a profit level which 
management believes to be sufficiently 
high so as to express the results of good 
performance as distinguished from aver- 
age or mediocre performance. If incen- 
tive pay is not identified with attainment 
of some predetermined but possible 
goal, it may be taken for granted and 
fail as an incentive. The simplicity of 
the plan renders it incapable of dis- 
tingushing between uncontrollable eco- 
nomic factors which may contribute 
to profit or loss, and controllable human 


factors which do effect corporate suc- 
cess—in this respect the plan is weak. 

Seventy-five percent of the incentive 
fund is distributed on the basis of point 
values and 25% is available if, in man- 


agement’s opinion, any person (or 
persons) has distinguished himself 
within the year by an outstanding piece 
of work. The management part (25% ) 
of the fund need not be distributed, but 
can be carried forward or returned to 
the company’s cash resources. That part 
of the fund based on point values must 
be distributed if the conditions upon 
which the incentive pay is based are 
met. The point values are: 

One point for each year of con- 
tinuous service. 

Five points for each $50 of salary 
up to $500 per month. 


9? 


Ten points for each $50 of salary 
between $501 and up to $750 per 
month. 

Fifteen points for each $50 of salary 
between $751 and up to $1000 per 
month. 

This sliding scale and the increased 
weight of salary points recognizes that 
salary is a better indicator of the po- 
tential of personal contribution to com- 
pany success than is time progression 
(service record). Time progression is 
not necessarily prognostic of ability 
unless attended by measurable progress 
in job success. The above scale assumes 
that a higher salary reflects increased 
job responsibilities of a more important 
nature, the proper exercise of which 
will influence company profits. 

The total points of all employees are 
divided into the dollar fund to estab- 
lish the dollar value per point. Multi- 
plying each employee’s point total by 
the point value provides the amount of 
his incentive. Usually the incentive is 
paid by separate check with an appropri- 
ate message from management. 

The author is not recommending nor 
promoting the above plan, but only 
explaining it as being of possible interest 
as a non-technical incentive. Its suc- 
cess depends on how clearly it is ex- 
plained to, and understood by, em- 
ployees. To serve as an incentive, there 
should be a reasonable and under- 
standable relationship between personal 
effort and operating results, but not 
necessariliy of the type which must be 
measured by individual effort. Business 
is a group enterprise. 

(Next month Mr. Wylie will discuss 
“Effective Ways to Increase Personal 
Efficiency.”’) 
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w One of the many extras that make GF office furniture so much better 


99,893...99,894...99,895... 


TEST DRAWERS ARE OPENED AND CLOSED 100,000 TIMES 


YOU'VE PROBABLY NEVER WONDERED how many times a 
file drawer is opened and closed in the course of its business 
life. We have. We estimate, for example, that during 25 years’ 
service, a typical file drawer must survive approximately 
100,000 “openings and closings”. That's why we put the 
patented GF file drawer suspension through a rugged life-test 


mechanically carrying 85 pounds of weight. They must 
function as.smoothly and quietly the 100,000th time as the 
first, or they don’t pass! It’s just one of the many extras that 
make GF business furniture serve better, last longer. The 


General Fireproofing Co., Dept. L-31, Youngstown |, Ohio 


ENERAL 


—_ BUSINESS FURNITURE suum 


IREPROOFING 


For More Information Circle No. 264 
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OLIN MATHIESON ANNOUNCES 


NEW ECUSTA OFFSET 
... QUEMODES 


A NEW DIMENSION 
N PRINTING PAPERS 
lightweight with opacity 


N 


Lightweight . . . takes less postage, smaller 
storage space, easy to handle 


White . . . brings new life to halftones, line 
copy and color 


Opaque ...can be printed on both sides 


Runs Well... won't foul up in offset 
duplicating machines 


Rich ... gives luxurious, bright finish to 
every job 

Economical... already saved one firm $30,000 
a year on mailings and manuals 

ECUSTA WAYLITE OFFSET DUPLICATOR PAPER 

is available from Ecusta Paper Merchants in two 
weights, 94 and 12#, and in two cut-to-size 
sheets, 84x11 and 8%x14. For free information 
and comparison tables with heavier weight 
papers, write: ECUSTA PAPER PRODUCTS, 

Pisgah Forest, North Carolina. 


LIGHTWEIGHT PAPERS THAT G/IVE FRUGALITY WITH A FLAIR 


For More Information Circle No. 448 





DUPLICATING PAPER 
LL OTHERS! 


eWay. 


Oreste’ Here 
cue 


OLIN MATHIESON O ECUSTA PAPER PRODUCTS 
Packaging Division MA Pisgah Forest, No. Car. 


1 More 





How to Select Airconditioning 


Equipment 


Fidelity Bidg., Los Angeles 
Office employees in clean, cool surroundings. . . 


... turn out more work... 


. make fewer errors .. . 


GORDON V. BOND, Systems Sales Manager, 


Carrier Corp., Syracuse, N. Y. 


NCREASED WORK OUTPUT, 

fewer errors and less absenteeism 
result from airconditioning offices. So 
concludes a recent government report 
on a five-month study of federal work 
areas. The study also showed that air- 
conditioning acted as a tangible booster 
of employee morale and, though this 
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. - even at five o’clock. 


is less evident, actually cut down the 
personal expenses of clerical workers. 

Rare is the new office building with- 
out 12-month climate control. The 
reason is not far to seek. Blue-chip 
tenants just won't rent non-aircondi- 
tioned space. Why? Because they know 
that this control increases the efficiency 
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bookcases and cabinets, sir? 


BORROUGHS 


has just what you want! 


Name your need—low cabinets—medium cab- 
inets—tall cabinets—open-face models, sliding- 
door models—swinging-door models . . . you'll 
find a great selection in the popular Borroughs 
line. All have shelves adjustable without tools, 
nuts or bolts. 


Send for illustrated price list. 


FRITTERS 


Borroughs cabinets 
can be arranged in 
various combinations 
to meet your individ- 
ual needs, 








BORROUGHS manuracturinc company 


OF KALAMAZOO 
A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3010 NORTH BURDICK ST. all ® KALAMAZOO, MICHIGAN 











For More Information Circle No. 258 
THe Orrice—April, 1960 





TEMPERATURE 


The range of temperature (10°) and rela- 
tive humidity (10%) at which most people 
are comfortable is comparatively narrow. 


of their employees and reduces costly 
labor turnover. 

Three persons—owner, employer and 
employee—benefit from airconditioning. 
But who benefits most? The nod goes to 
the employee. As he prospers, so do the 
other two. If he is happy, his employer 
reaps the benefit in greater efficiency, 
more production. The owner in turn 
cashes in as long-lease tenants fill his 
available space. 

Though executive areas are often 
conditioned first, efficiency pickup is 
usually most noticeable where personnel 
density is high. With airconditioning, 
quite large groups of clerical workers 
can be located in offices containing 80 
sq. ft of floorspace per employee, com- 


pared to the 150-200 sq. ft. normally | 


assigned to executives. 

From the early days of aircondition- 
ing it has been known that all-season 
environmental control increases em- 
ployee efficiency. Among other studies, 
research by the American Society of 
Heating & Ventilating Engineers showed 
that heat reduces an office worker's 
efficiency (by as much as 10% at 85° 
F., and 22% at 90° F.) But it took a 
study by the world’s largest employer 
of office workers to bring this efficiency 
vs. heat story into sharp focus. 

A year ago, the General Services 


Administration, landlord for some 7000 
U.S. Government buildings housing 
more than 2,350,000 office workers, re- 
leased the findings of an intensive study 
showing that “. . . the work output of 
employees in an airconditioned space is 
greater, on an average, by more than 
nine per cent than that of employees in 
similar space which is not aircondi- 
tioned.” 

Previous studies indicated that air- 
conditioning increased productivity by 
as much as 50% but when the results 
were analyzed it was often found that 
other environmental changes, such as 
alterations in lighting and acoustics, had 
been made at the same time aircondi- 
tioning was installed. 

In an effort to determine the effect of 
airconditioning alone on work produc- 
tion, absenteeism and accuracy, the 
Public Buildings Service of the GSA 
set up its own study in an agency which 
performed the same work year after 
year. This agency was split into an air- 
conditioned test area and a non-air- 
conditioned control area, which was the 
only difference between the two. Briefly 
summarized the results were as follows: 
@ Increased work production. The 
9.5% average rise in output in the test 
area exceeded expectations. Records in- 
dicate the increase varied from 6.5 to 
13.5% over the control area during the 
five-month period of the study. Weather 
Bureau data supplied no clues to the 
production curve. Commented GSA: 
“We know from our previous studies 
that if production increases only 1.5% 
per year, the system will pay for itself 
through savings in salaries.” 

e Decreased There 
slight decrease per person 


errors. Was a 


in errors 
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The 
President 
of Swingline 


calls the class to order! 





( ds | —be seated! Today’s lesson is the three “E’s”: Efficiency... 
Economy...Exclusives. The subject: SWINGLINE staplers! 

First, Efficiency: SWINGLINE makes a stapler for every possible office need! 
The completely automatic electric stapler needs only a feather touch to turn out 
tons of fastening work. Master desk stapler? SWINGLINE’s No. 4 is a paragon 
of efficiency —holds 210 staples! No. 3 is a shorter model... No. 27 a rugged one, 
can be imprinted with company name. Efficiency plus versatility? No. 77S staples, 
tacks, pins, fastens and stores 500 staples! Managing a small office? Compact 
No. 99 is for you—holds 105 staples! 

Second, Economy: Every SWINGLINE stapler is sensibly priced; that’s the 
important fact for a person with your responsibility! 

Third, Exclusives: SWINGLINE’s own open-channel for split-second loading... 
jam-proof performance. Jeweltone colors, ultra-modern designs. 

Call STillwell 4-8555 today to discuss your stapling problems. SWINGLINE will 
send the stapler that answers your individual needs for a FREE 10-DAY TRIAL. 
No obligation! See how easy and efficient SWINGLINE is—then call to order— 
we'll do the rest. Class dismissed. Now put SWINGLINE to the test! 


Swinghne INC. LONG ISLAND CiTY 1,N.Y, 


in Canada: Saxon Office Equipment. Ltd., 156 Evans Avenue, Toronto 14, Canada + World's Largest Manufacturer or Stapies for rome ang Office 
For More Information Circle No. 231 
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(0.9% ) per month in the test area. 

® Decreased absenteeism. Accurate 
records were kept of all sick leave 
taken and the cause. All absences not 
associated in any way with aircondition- 
ing or the lack of it were disregarded. 
Though no definite conclusions were 
drawn, it was noted that absenteeism 
was 2.5% higher in the control area. 
@ Intangible effects. All employees, 
with the exception of one (and there 
seems to be one in every office), pre- 
ferred to work in the airconditioned 
space and hoped they would not be 
transferred out of it. A slight decrease 
in such employee personal item ex- 
penses as Cleaning bills was also noted. 

Because the agency concerned did 
not readily lend itself to a study of 
labor turnover, this subject was not in- 
cluded. But it is known that employees 
consider airconditioning as a side bene- 
fit, and tend to stay in that job even, 
perhaps, in the face of higher pay 
offered by a non-airconditioned office. 

The foregoing emphasizes that the 
employee's welfare is of direct concern 
to his employer. Instead of taking three 
extra trips to the watercooler in a 
vain effort to beat the heat, the em- 
ployee remains at his desk. Those seven 
minutes or more each day will more 
than pay the cost of an airconditioning 
system, or the rent increase due to its 
installation. 

The building owner benefits because 
tenants are willing to pay the higher 
rents that airconditioning can provide, 
enabling the owner to keep his office 
space filled with permanent tenants and 
to amortize installation costs in 20 years 
or less. A leading building management 
firm on the west coast installed a central 
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system in an old Los Angeles office 
structure and made it a paying proposi- 
tion in spite of poor location and heavy 
competition. Tenants in a large mid- 
western office building, which was 
equipped with year-round aircondition- 
ing at time of construction, report that 
visitors are easier to work with in com- 
fortable surroundings. This is a benefit 
of utmost importance to anyone seeking 
a good business reputation, no matter 
how large or small the office. In addi- 
tion, employees found that paperwork 
was seldom ruined by dirt or perspira- 
tion smudges, the absence of electric 
fans meant that there were no com- 
plaints of drafts, and paper stayed 
where it was placed without heavy 
weights. Because windows could now 
remain closed, airborne dirt and dust 
were reduced. 

For all concerned, airconditioning is 
a sound investment. But just how much 
of an investment is it? The following 
figures represent the cost of adding 
cooling, dehumidification and filtering 
to an existing heating and ventilating 
system. 

The range is great, depending on the 
equipment used. Window units cost be- 
tween $150 and $400. Console models 
ranging from two to 25 tons cooling 
capacity (a ton of refrigeration is equal 
to the cooling produced by the melting 
of a ton of ice) cost $500 to $800 per 
ton installed. Large central systems of 
unlimited capacities range from $700 
to $1200 per ton installed. Comparable 
figures apply for all-year central con- 
ditioning in a new building. 

There is an airconditioning system to 
suit every need. The window unit will 
cool a small office. The console model 
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Senocoid 
MAGNETIC BELT 
DICTATION 
SAVES TIME... 


... helps you do your work easier, faster, 
better. Fully automatic one-button control 
— light, modern design — reusable mag- 
netic belt — exclusive audible scanner — 
combine with STEN RD'S many other 
outstanding features to bring you the 
world’s finest dictating-transcribing me- 
dium .. . and a measure of performance 


unequalled at any price! 


First Class 
° P Permit No. 
Mail this 17663 


New York, 


postage-free card 
N.Y. 


NOW 


for your 


FREE 


copy of 





POSTAGE WILL BE PAID BY— 








STENOCORD OF AMERICA, INC. 
side) 29 BROADWAY 


(details on other 





NEW YORK 6, N. Y. 





@ Reusable Magnetic Belt 


REUSABLE MAGNETIC @ One unit for dictating and 
BELT transcribing 









e@ Less initial cost, less 
maintenance 


@ One button controls it all! 





FOR DICTATION OR 
(ae) ia4-44) 1a 3 @ Unmatched fidelity 


@ Exclusive audible scanning 


@ Ultra-sensitive microphone 
for dictation or conference 


DICTATE AND 
TRANSCRIBE @ Outperforms the most 


expensive machines 








CW a a) el 
one time belt. 


MAIL THIS CARD NOW 
(no stamp needed) 
Gentlemen: for your FREE copy of 


Without obligation, please rush my FREE copy of ae . 
‘HOW TO BE A DICTATOR 


NAME 
COMPANY 


ADDRESS 


a la 


Illustrated handbook 
of helpful ideas to 
GB Arrange for my FREE TRIAL of STENOCORI save you time and 

week in my office. make your job 
easier. 





Airconditioning Maintenance Tips 
SELF-CONTAINED APPARATUS: 


1. Keep coils, drip pans and exterior components clean. 
2. Be sure the unit is receiving the correct voltage. 


3. Replace filters when dirty, at least once a year. 


CENTRAL SYSTEMS: 


1. Give equipment the best of care through an effective preventive main- 
tenance program, using either your own qualified personne! or a 
maintenance contract with an outside firm. 

. Follow manufacturer’s operation and maintenance instructions ond 
take advantage of on-the-job training and other courses offered by him. 


. Keep the machine room and equipment clean. 


. Keep daily operating logs that may reveal equipment malfunction 
before costly damage occurs. 


. Schedule frequent inspection of components such as controls, outlets, 
reheat coils, filters, fans and louver dampers. 


. Work up a summer inspection routine and check this with your equip- 
ment manufacturer. 


. Obtain an analysis from a local water treatment company. 
sary, use its services. 


If neces- 


. Check parts lists and decide what replacement items will be needed 
at start-up, and what spares will be needed during cooling season. 


9. Replace parts that may not last the cooling season. 


Plan future expansion by purchasing greater capacity than present 
needs call for, eliminating expense of adding more later. 


11. Buy the best in the first place; it’s usually cheaper in the long run. 











will adequately handle a group of proves air cleansing during all seasons. 


offices. The so-called applied, or built- 
up system will take care of a large 
suite, and the central station system 
will handle a multistory building. There 
are a number of new developments cur- 
rently available and others that will be 
shortly. These will make today’s systems 
even more advantageous to own and 
more economical to operate. 

© Air Purifier. This unit removes 
odors, humidifies in winter and im- 


<For More Information Circle No. 301 


Its ability to eliminate objectionable 
odors, including those of smoke, is the 
Same as “airing out” the room or build- 
ing with fresh air every 30 to 40 min- 
utes. Available this fall, it will add a 
whole new dimension to airconditioning. 

© Bigger Absorption Line. A new 
model of the heat-activated absorption 
refrigeration machine was introduced 
this spring. Key feature of the design 
is a new control system substantially 
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reducing steam Consumption at partial 
loads. Seven additional sizes will be 
added to the line, expanding the range 
from 60 to 750 tons, to 50 to ‘1000 
tons. 

© Large Heat Pump. For buildings 
with large interior spaces, it is now 
possible to use the vast amount of 
heat in these areas to warm the entire 
structure. A 
centrifugal 


system using standard 
refrigerating machines 
pumps heat from the inner core to the 
peripheral strip and stores the surplus. 
The excess is used to maintain desired 
conditions at night and over weekends. 
Better intermediate season control is 
provided. Overall cost of the system 
is less than the conventional boiler and 
chiller arrangements. 


© Three Pipe Concept. A variation of 
the compact, yet efficient air and water 
system for exterior zones of multistory 
buildings is provided by the three-pipe 


system. Pipes for warm water, cold 
water and a return line connect to the 
coil in a high pressure induction unit 
located under the window. Because of 
the availability of warm and cold water 
the system provides quick response to 
demands for heating or cooling. Such 
reaction may be desirable in hotels, but 
is unnecessarily expensive for big office 
buildings where conditions are allowed 
to remain constant. 

© Non-Changeover System. An eco- 
nomical approach to the established air 
and water system is the non-changeover 
version. Only chilled water is circu- 
lated together with either warm or cool 
air. Benefits in addition to lower first 
cost include: simplicity of operation, 
less consumption of space by the equip- 
ment and greater comfort. Definitely 
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desirable in areas with mild winters, it 
is perfectly acceptable anywhere else. 
even in Canada, when heating require- 
ments for the particular location are 
not excessive. 

e Packaged Roof-Top Unit. Fo> 
single story buildings, factory assembled 
units which heat with gas and cool with 
electricity are ready to operate when 
connected to power sources. Enclosed 
in a weatherproof cabinet, they fit over 
an opening in the roof. Air within the 
building is drawn into the unit, mixed 
with a dampered quantity of 
air, conditioned and returned to the 
space. They can be used with or with- 
out ductwork. 


outside 


Recent developments in system de- 
sign have also made it possible to in- 
stall airconditioning in existing multi- 
story buildings without major disrup- 
tion to the normal activity of the occu- 
pants. A _ well-programed installation 
can cut job-time by many weeks. For 
example, a large eastern office building 
was recently equipped with year-round 
airconditioning without the loss of one 
day’s work. 

When the thermometer hits the 90's 
and the airconditioning breaks down, 
validity of the adage “you get what you 
pay for” is evident to all. Some sys- 
tems and units are better suited to in- 
dividual situations than others, despite 
the temperature range within which 
most of us are comfortable being only 
about 10°. Airconditioning is an ex- 
acting science. Seek guidance in the 
best, most economical way to condition 
your office from the people whose busi- 
ness it is—contact a dealer who sells 
more than one type of equipment for 
an objective appraisal. 
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aS 
manpower, inc. 


¢ 


“!’m an expert Steno, and my 
co-workers are expert 
typists, file clerks, and 
office machine operators.” 


“Whenever you're short- 
handed I'll come to your 
office to help you tempo- 
rarily.”” 


“I'm a perfect substitute for 
sick or vacationing office 
workers.” 


“Manpower, Inc. pays my 
salary, taxes and insurance 
...You have no record-keep- 
ing to do.” 


Call your local Manpower, Inc. office for 
typists, stenos, office machine operators, 
file clerks, receptionists, etc. Our employees 
are selected for their ability to step into 
your office and start work immediately! 


manpower, inc. 


L @ Over 180 Offices in U.S., Canada, and Europe 


World Headquarters: 820 N. Plankinton Ave., Milwaukee, Wis., U.S.A. 
For More Information Circle No. 262 
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SAVE UP TO 66% TIME 


Muskegon 15, Michigan 


Consult Yellow Pages 


Now, small- and medium-size offices 
can effect the economies of mechanized 
accounting without buying machines or 
employing specialized operators. 

Shaw-Walker simplified plans save 
up to 66% of time, eliminate trans- 
cription errors, and keep all records up- 
to-date and in balance, because: — 


ONE writing posts all records 
ONE simple proof proves all records 


Best News: — Our simplified plans cost 
little more than you now pay for forms. 


To Learn How you will save up to 66% 
(it only takes 10 minutes), call your 
Shaw-Walkerman today or circle 
No. 115 on reader reply card. 


For More Information Circle No. 115 


LARGEST EXCLUSIVE MAKERS OF OFFICE EQUIPMENT AND SYSTEMS 








in Employee Relations 


ROUND-UP of day - to - day em- 
A ployee problems and how they 
were handled by management. Each in- 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can a Company Act Entirely on Its Own Doctor’s Opinion? 


What Happened: 


When Paul Smith had his first heart 
attack he was out for several months. 
When he returned, he was examined 
by the company doctor who suggested 
that Smith be given lighter work. This 
the company did. 

In the following year, Smith suffered 
two more heart attacks. Before he was 


allowed to return to his job after the 


third illness, management suggested a 
complete examination by the company 
doctor. The medic’s diagnosis was not 
encouraging. Mr. Smith was suffering 
from an acute heart condition and the 
doctor felt that it was inadvisable that 
the man return to work. 

But Smith insisted that he get his 
job back. He said he felt fine, that 
his work was not taxing and that he 
could still carry his load. Smith fur- 
ther produced the testimony of his own 
doctor who disputed the findings of the 
company physician. True, Smith did 
have a heart condition, he agreed, but 
it was necessary to his mental health 
to have something to do. 
that a three-man 
board of doctors be appointed to decide 
the The company said, “No.” 


It was suggested 


issue. 
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It maintained that its staff doctor was 
reputable and it would abide by his 
decision. The case went to arbitration 
on the issue whether the company could 
stick by its own doctor or must submit 
to a group of outsiders in deciding 
what to do with this problem about 
Smith. 
Was the Company: 

RIGHT (1 WRONG 1-1 
WHAT AN ARBITRATION BOARD 
RULED: “ . Since there is no evi- 
dence that the company did not act in 
good faith and there is no suggestion 
of discrimination against Mr. Smith, the 
company was entitled to rely, as! it 
did, on the advice and the conclusions 
of its own medical advisers.” 





Who Gets Fired When Employees Walk Off the Job? 


What Happened: 

The company had a problem. Em- 
ployees were taking advantage of the 
coffee break. They were returning to 
their jobs late. Arthur Swiggart was 
twice warned about this kind of late- 
ness. When it happened again he was 
given a one-day suspension. He showed 
up early the next morning and met two 
fellow-employees to whom he com- 
plained about his treatment by man- 
agement. Swiggart didn’t go into work 
because he was on suspension—but he 
took a stand outside and harangued 
workers entering. 

In the meantime, his two buddies 
went into the department, and walked 
up and down the aisles talking and 
waving their hands. In half an hour 


the department was empty — the em- 
ployees had walked off the job. The 


next day five workers were fired; Swig- 
gart, his two cohorts and two other 
men who joined the stoppage. 

They all demanded reinstatement at 
arbitration. Swiggart claimed that he 
couldn’t be held responsible for the 
illegal walkout because he wasn’t even 
at work when all this happened. His 
two pals maintained that they were 


really trying to restore order aad not 
creating a situation — let alone insti- 
gating a strike. The remaining two 
workers who were discharged admitted 
walking out but they maintained that 
they were simply following the group 
and should not be singled out for 
punishment. 

The company argued that it was a 
wildcat strike and that all or any par- 
ticipants could be punished as the com- 
pany saw fit. 

Were the Workers: 

RIGHT (1 WRONG () 
WHAT ARBITRATOR EDWIN R. 
TEPLE RULED: “The action taken 
by the employees was both improper 
and ill-advised. No matter how touchy 
the subject of the relief breaks had be- 
come, the matter was clearly one to be 
handled in an orderly manner under 
the grievance procedure. Provisions for 
handling grievances embody one of the 
most significant developments in the 
field of labor-management relations. 
They are designed primarily for the 
benefit and protection of the employees. 
If they are not utilized, the whole sys- 
tem is weakened and endangered. Hav- 
ing achieved this highly important pro- 
tection, it behooves the workers to 
honor and uphold their end—and not 
to ignore the express provisions agreed 
to whenever the thoughtless spirit of 
the moment dictates. 

“Where employees have been guilty 
of improper action of this sort, the great 
majority of decisions hold that the em- 
ployer is justified in imposing the dis- 
charge penalty. However, the em- 
ployer is not considered free to pick 
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BOSTITCH B8R STAPLER. Staple with it. Tack with it. Use it as a fasten- 


ing plier. Remove staples with it, too. 


It’s the most versatile office stapler you can have. Built to give you 
years of fastening service and convenience. Ought to be on every desk in 


your office. Only $3.30*. 


FOR HEAVY-DUTY FASTENING—Where there’s lots of stapling to do 
x and do fast—use a Bostitch B5 Desk Fastener. 
Also available with 12 and 18 inch throats 
for wide work. Standard model only $8.75* 
See these and other Bostitch staplers for every 
office fastening job at your stationer’s. 


Fasten it better and faster with 8 0 Ss ; H I C H' 


STAPLERS AND STAPLES 


* Suggested list prices May be slightly higher in the West and in Canada 304 Briggs Drive, East Greenwich, Rhede Island 


For More Information Circle No. 233 
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and choose indiscriminately those who 
are to be penalized — while granting 
amnesty to others guilty of the same 
improper action. If the employer 
chooses to reinstate some, he must nor- 
mally extend the same opportunity to 
all. 

“If there is evidence that particular 
employees have incited, instigated or 
led the others in taking improper strike 


May Management Distribute 


What Happened: 

The company _ provided _ bulletin 
boards so that the union could commu- 
nicate with its members. The clause 
in the contract limited the use of the 
bulletin boards to such things as an- 
nouncements of meetings, election of 
officers, recreational and social affairs 
to be run by the union. In addition 
there was this proviso: “there shall be 
no distribution of political or adver- 
tising matter or other literature on the 
company’s property.” 

The company decided to install a 
reading rack which contained pamph- 
lets on economics. The company’s aim 
was to make employees more aware of 
some of the pressing issues of the day. 
The booklets included such titles as 


as 


action, the leaders of a wildcat strike 
are subject to greater censure. Apply- 
ing these principles, it is the conclusion 


of the arbitrator that the action of the 


company was justified against Swiggart 
and his two companions. The other 
two must be reinstated as they were not 
guilty of instigating the strike but only 
joined others in leaving their jobs. They 
cannot be singled out from the rest.” 


Economic Literature? 


“Reform Our Tax Rates”; “How 
Profits Affect Your Pocketbook”; 
“What Union Members Write To Sen- 
ator McClellan”; etc. 

“You can’t do that,” said the union. 
“We have an agreement with you that 
no political literature will be distributed 
on company property. 
on company property, so take them off. 
Otherwise, let us distribute our kind of 
economic materials to the employees.” 

At arbitration the company said that 
it had every right to distribute whatever 
it wanted to. The union has no right 
to dictate what kind of material the 
company can hand out to workers—as 
long as the material was not illegal un- 
der the Taft-Hartley law. 

Was the Company: 

RIGHT ( WRONG [( 
WHAT ARBITRATOR HARRY 
SELIGSON RULED: “The employer 
has the right to use his premises as he 
sees fit unless he has contracted away 
that right. The clause prohibiting the 
distribution of political or economic 
literature on company property pertains 
to the union bulletin boards and can- 
not be construed as a limitation on man- 
agement. The grievance is denied.” 


These racks are 
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Imagine 


offset in our office 


* 


FOR COMPLETE INFORMATION, CALL YOUR A.B. DICK COMPANY DISTRIBUTOR LISTED IN THE YELLOW PAGES 
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The Beginning of Modern 


Scientific Management 


LESLIE H. MATTHIES, Director, 


Foundation for Administrative Research, Tulsa, Okla. 


HERE THE SCHUYLKILL 

RIVER flows through the city of 
Philadelphia, there is a hill and a grave- 
yard. One grave is marked with a 
stone that bears this inscription: 


FREDERICK W. TAYLOR 
FATHER OF 
SCIENTIFIC MANAGEMENT 


If you look in the direction of the 
river you see the tall, smoking chim- 
neys that mark the great plants around 
Philadelphia. It was in such plants that 
the man who lies buried on this hill did 
his work . . . work that some people feel 
was at least a generation ahead of his 
time. 

Fifty years ago, Frederick Taylor 
was hardly known outside of the small 
circle who had worked with him over 
30 years developing new techniques of 
management and new concepts of work, 
productivity, and cooperation, soon to 
be labeled “scientific management”. 

In November, 1910, at a hearing be- 
tween railroads and shippers before the 
Interstate Commerce Commission, the 
railroads were pleading that they must 
have higher freight rates to meet an in- 
crease in operating costs, due mainly to 
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a recent wage increase. The shippers, 
who would be affected by the proposed 
rate advances, were ready to fight. They 
had 15 attorneys, headed by Louis D. 
Brandeis, who was later to become a 
Supreme Court judge. 

It was Brandeis who lit the fuse to 
the bomb. He introduced a series of 
witnesses from industrial and _ steel 
plants to prove that there was a way 
that railroads could increase wages and, 
at the same time, reduce their costs. 
Harrington Emerson, one of the engi- 
neer-witnesses, stated positively that 
railroads in the northeastern part of the 
U. S. could readily save a million dol- 
lars a day if they wanted to use the 
techniques developed by Mr. Taylor 
and his associates. A million dollars a 
day in 1910 was a phenomenal amount 
of money. 

For the first time, the American pub- 
lic, and particularly American manage- 
ment, began to hear of Taylor and the 
men associated with him. Their ideas 
aroused strong emotions—interest, ad- 
miration, envy; also strong antagonism 
from those who felt that scientific 
management was a threat. 

Taylor's theory of management was 
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The efficiency quack snatched the techniques of scientific management but ignored its 


spirit, with disastrous results. 


based on actual tests, experimentation 
and research extending more than 30 


years. It was not developed in a vacu- 
um. It was developed, put into effect 
and proven in steel mills and machine 
shops in the Philadelphia area. In its 
essence, the new theory of scientific 
management was simple: 
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1. Find the best way to work. Find 
the best implements, materials and ways 
of working, and make these a standard. 
You may have to do some scientific in- 
vestigation, or experimenting, to find 
this “best way.” 

2. Once you have found the best 
way, then set up a control that is effec- 


THe Orrice—April, 1960 





SULPHITE 
BUSINESS 
PAPERS 


f 


$ papers with performance plus 


RLY-CLARK &3 CORPORATION, NEENAH, WISCONSIN 


For More Information Circle No. 313 


THe Orrice—April, 1960 





tive enough so that your standards will 
be maintained. Then if there is any 
change in the standards, it is always to 
be toward improving the standards— 
increasing the output. 

During the railroad hearing, Taylor’s 
name came up repeatedly. Some wit- 
nesses referred to his concept as the 
“Taylor System.” Taylor himself didn’t 
like this title, and asked them not to use 
it. But neither friends nor foes could 
stay what was about to happen. Taylor 
had discovered the key to high produc- 
tivity. Perhaps it was one of the great- 
est discoveries of the ages. There is 
no doubt that it contributed to the high 
standard of living we enjoy today. More 
than that, it contributed heavily to the 
power of our nation. It was our pro- 
duction, as much as anything else, that 
whipped Germany and Japan in World 
War II; and it is in large measure this 
productive power that deters any poten- 


tial enemy from attacking our country 
today. 

Frederick Taylor entered industry as 
an 18-year-old apprentice in 1874. The 
old-timers in the Enterprise Hydraulics 
shop told him: “Now young man, here’s 
about how much work you should do 


afternoon. 
that’s the 


each morning and each 
Don’t do any more than that 
limit.” 

It was obvious to Taylor that the 
men were producing below their ca- 
pacity, and he soon found out why. 
The short-sighted management of that 
day would set standards, often paying 
piece-rates for the work. Then when 
a worker had worked out ways of turn- 
ing out more production, they cut the 
piecework rate. In turn management 
realized that the workers were deliber- 
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ately restricting output, but couldn't do 
anything about it. 

It was Taylor's viewpoint that the 
whole thing was wrong. He understood 
management's inability to get more 
work out of the men, and he under- 
stood the reluctance of the men to pro- 
duce at a high rate. Since he had been 
a workman himself, it apparent 
to him that the difference between ac- 
tual output and potential output was 
tremendous. Here shameful 
waste. If such practices applied 
throughout the world and throughout 
all industry, the capacity of the world 
to produce was at least three or four 
times what it was actually producing. 
When he became a foreman, Taylor set 
out, with the approval of his bosses, to 
find ways to eliminate this waste. 

For more than 25 years Taylor and 
his associates were busy exploring ways 
to increase production. The techniques 
they developed were finally written 
down and made plain to other people. 
During the early years of this experi- 
mentation, most of those who knew 
about it were associated with Taylor 
at the Midvale Steel Co., and Bethlehem 
Steel. 

Other famous names began to come 
into the picture and make contributions 
to the body of science of the new man- 
agement. Among these was Carl G. L. 
Barth, a mathematician and statistician 
who assisted Taylor in analytical work. 
There was Henry L. Gantt, famous for 
the Gantt chart, who invented slide- 
rules. Another associate of Taylor’s, 
Sanford E. Thompson, developed the 
first decimal stop watch. 

In the early 1900's, Taylor prepared 
a number of papers that were published 
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by the American Society of Mechanical 
Engineers. One of his most famous 
was On the Art of Cutting Metals, 
which had worldwide impact. With 
another man, Maunsel White, Taylor 
developed the first high speed steel. 
Taylor was also instrumental in the de- 
velopment of one of the first industrial 
cost accounting systems, even though 
previously he had known nothing about 
accounting. 

Frank G. and Lillian Gilbreth, know- 
ing about Taylor’s work in measurement 
and analysis, turned their attention to 
the ancient craft of bricklaying. Cer- 
tainly production in bricklaying should 
have reached its zenith thousands of 
years ago with nothing more to be done 
to increase production. So people as- 
sumed. Yet, Frank Gilbreth was able 
to show that, by following his tech- 
niques and with proper management 
planning, production would be raised 
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FEW MOTIONS = MANY BRICKS IN WALL 











Reduce the motions and production in- 
creases. 


120 


from 120 bricks per hour average to 
350 bricks per hour. And the worker 
would be less tired than he had been 
under the old system. 


The Gilbreths refined some of the 


studies and techniques developed by 
Taylor. They used the motion picture 
steps for 
into 
“Therbligs” 


camera to record work 
analyses, and break them down 
minute elements called 
(Gilbreth backwards). 

By 1912, the efficiency craze was on. 
Taylor was called before a special com- 
mittee of the House of Representatives 
which was investigating scientific man- 
agement. He tried to explain scientific 
management to the somewhat hostile 
committee who regarded it as a work 
“speed-up”. He said: 

Scientific management involves a com- 
plete mental revolution on the part of the 
working man engaged in any particular 
establishment or industry . a complete 
mental revolution on the part of these 
men as to their duties toward their work, 
toward their fellowman, and toward their 
employers. 


And scientific management involves an 
equally complete mental revolution on the 
part of those on management's side 
the foreman, the superintendent, the owner 
of the business, and the board of directors. 
Here we must have a mental revolution 
on their part as to their duties toward 
their fellow workers in management, to- 
ward their workmen, and toward all of 
their daily problems. Without this com- 
plete mental revolution on both sides, sci- 
entific management does not exist! 

I want to sweep the deck, sweep away 
a good deal of the rubbish first by pointing 
out what scientific management is not— 
it is not an efficiency device, nor is it any 
bunch or group of efficiency devices. It is 
not a new system of figuring costs. It is 
not a new scheme of paying men. It is 
not holding a stop-watch on a man, and 


(Continued on page 126) 
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(Continued from page 120) 
writing things down about him. It is not 
time study. It is not motion study, nor an 
analysis of the movements of a man. Nor 
is scientific management the printing and 
ruling and unloading of a ton or two of 
blank forms on a set of men and saying, 
‘Here’s your system—go to it.’ 

It is not divided foremanship, nor func- 
tional foremanship. It is not any of these 
devices which the average man calls to 
mind when he hears the words ‘scientific 
management.’ 

I am not sneering at cost-keeping sys- 
tems—at time-study, at functional fore- 
manship, nor at any of the new and im- 
proved schemes of paying men. Nor am 
I sneering at efficiency devices, if they are 
really devices which make for efficiency. 
I believe in them. But what I am empha- 
sizing is that these devices in whole or 
part are not scientific management. They 
are useful adjuncts to scientific manage- 
ment, but they are also useful adjuncts to 
other systems of management. 


Taylor found out, the hard way, the 
importance of the cooperative spirit. 


He was strictly the engineer at first. 
Only after painful experiences did he 
realize that the human factor, the men- 
tal attitude-of men both in management 


and labor, had to be adjusted and 
changed completely before great pro- 
ductivity could result. 

Referring to his early experiences in 
seeking greater output, Taylor described 
the strained feelings between himself 
and his workmen as “miserable.” Yet 
he was determined to get production. 
He continued his experiments until he 
found that human motivation, not just 
the engineered “better 
would increase output. 

But the human factor was ignored 
by many. Shortly after the railroad 
hearings, “efficiency expert” quacks did 
untold damage to scientific manage- 
ment. Time studies and the new ef- 


way alone, 
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ficiency techniques were used by in- 
competent “consultants” who sold man- 
agers on the idea of making more 
profit by “speeding up” employees. Con- 
sequently, many labor unions, just be- 
ginning to feel their strength, worked 
against the new science and ali ef- 
ficiency approaches. 

Let’s look now at a summary of the 
principles stated by Taylor: 

@ Develop a science for each ele- 
ment of a man’s work. 

@ Scientifically select a workman, 
train and develop him. 

@ Secure hearty cooperation between 
management and labor to assure that all 
work is done in accordance with the 
principles developed. 

@ Divide the work between manage- 
ment and labor. The manager takes 
over all work for which he is better 
fitted than the workman. 

The division of work between man- 
agement and labor gave rise to what 
we today call office, clerical or staff 
work. 

Frank Gilbreth asked Taylor, “Do 
you believe that scientific management 
principles could be applied to brick- 
laying?” 

“Certainly,” Taylor replied, “Some- 
day some fellow will make the same 
kind of study about bricklaying that 
we have made of other things, and he 
will get the same results.” 

“Well.” Gilbreth replied, “if 
really think so, I will tell you just who 
His name is Frank 


you 


is going to do it. 
Gilbreth.” 

Three years later, Frank Gilbreth 
again visited Taylor and told him that 
he and Lillian had found that a brick- 
layer uses 18 distinct motions in laying 
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each brick. After the three years of 
study and experimentation, the Gil- 
breths reduced these motions to five 
for most bricklaying, and two for sim- 
ple methods. 

In building an inside wall with drawn 
joints on both sides, it was possible for 
a superior bricklayer to lay, at the most, 
120 bricks per hour. Gilbreth showed 
how to average 350 bricks per hour 
with no more work. But this high pro- 
ductivity didn’t begin and end with the 
worker. It began long before the worker 
had his bricks— planning how the 
bricks would be brought to the worker 
—the positions he would have to work 
from—erection of the correct scaffold- 
ing, and other factors that only the man 
in the management position could han- 
dle. 

About the time of Taylor’s and Gil- 
breth’s experiments, the office worker 
was considered a fortunate individual 
who had enough intelligence and edu- 
cation to avoid the burdens of heavy 
physical labor, then so characteristic 
of factory work. When a man moved 
from a factory job to a desk, he had 
taken an important step to success. He 
was now a boss’ helper. He kept rec- 
ords. He developed plans. He made 
notes on schedules. He kept track of 
the hours and materials expended on 
various jobs. With these figures he be- 
gan to develop reports. 

Part of the office worker’s job has 
always been to look after the financial 
side of the business. How was the 
money expended? How much was spent 
for materials, for labor, for salaries? 

Many who “view with alarm” the in- 
crease in administrative workers do not 
recognize that the early pioneers in 
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scientific management recognized over 
50 years ago—that many of these 
clerical activities are actually supports 
for management, carrying out Taylor’s 
fourth principle of scientific manage- 
ment: That there be an almost equal 
division of work between management 
and labor. Management takes over all 
work for which it is better fitted than 
the workman. 

The workman in the factory is not 
well suited for clerical work. He doesn’t 
like to keep records. He turns his back 
on paperwork. 

The entire American has 


scene 


changed in the last 50 years. We have 
moved from an era of “the public be 
damned” to management's acute aware- 
ness of the value of favorable public re- 
lations. Management itself has changed. 
Yesterday a few hard-boiled individuals 


. ae 


%, 


were both owners and managers. To- 
day ownership is scattered and 12 mil- 
lion people in the U. S. own stock in 
various corporations. These owners 
have little to say about the management 
unless they own unusually large blocks 
of shares. 

During the last 50 years two other 
activities have grown tremendously. 
Government, formerly small and high- 
ly limited, has become the largest busi- 
ness in the world. Labor unions, trade 
and industrial, weak and fighting for 
existence 50 years ago, are now “big 
business” too, with great power. 

Perhaps the most significant change 
during this last half-century has been 
the dawning in our conciousness of the 
importance of people. We recognize 
morale as one of the big factors in 
getting production. Yet some haven't 
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learned this lesson. We hear 
about office automation and its “sav- 
ings’; always, of course, savings in 
salaries through the elimination of jobs. 

So far this hasn’t happened. We've 
eliminated some jobs but we've created 
new ones faster. But misleading talk 
could drive the clerical worker into an 
office union. Where else can he turn 
when he feels that the efficiency ex- 


much 


Force COLUMBIA 


eases tired eyes in. 
.cuts errors! 


This automatic numbering 
machine prints big >” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- far the 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 

. . consecutive, duplicate, 
repeat action. 


WM A 


& CO.,| scoraral ted 
oe > 


perts are on his back again? Will the 
lessons of history ever be learned? 

In his testimony before the Con- 
gressional investigating committee, Tay- 
lor said: 


We hear much about the two parties 
under scientific management worrying 
about the surplus. How should it be 
divided? 

But both must realize that when they 
substitute friendly 
cooperation and 
mutual helpfulness 
for antagonism and 
strife, they are, to- 
gether, able to 
make the surplus 
so enormously 
greater than it was 

past that 
there is ample 
room for a large 
increase in wages 
for workmen, and 
equally increased 
profits for the 
manufacturer 
and lower 


prices 
consumer. 
Taylor felt the 
worker 


average 
was suffering un- 
der the 
that 
only a 


fallacy 
there was 
limited 
amount of work 
in the world and, 
he worked too 
hard, he would 
work himself out 
of a job or do 
some other work- 
er out of a job. 
offered 
that we 
have not heeded 
today. He said: 


Taylor 
advice 
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The Real Reason MOY «68 


vee 
Hit 


—WE BOUGHT A NEW COLLAMATIC 
PORTABLE ELECTRIC COLLATOR 


"We don't do a world of collating, but enough 
to present us with a problem. We've consid- 
ered buying a collator for years, but We 
Could Never Justify The Investment. The new 
Collamatic "Desk Top" is just what we wanted. 
It suits our production needs and our pocket- 
book to a 'T’." 


Yes, now every office can enjoy the benefits 
of Electric Collating. Perhaps you collate only 
occasionally or have only | or 2 big jobs a 
year. It really doesn't matter. The new Colla- 
matic "Desk Top" is so very inexpensive, even 
light, occasional collating will justify its be- 
ing a part of your office Staff". 


You'll be amazed at how productive the Colla- 
matic "Desk Top" really is on all types of 
8!/.""x 11" paper. It's light and portable and 
can easily be moved from department to de- 
partment. 


Send for literature or request free demonstra- 
tion. 


Remember too, Collamatic manufactures a 
complete line of inexpensive Console Electric 
Collators, featuring exclusive APC, Automatic 
Production Control. Literature included with 
"Desk Top" brochure. 


Fully Electric and Only 


$1 4.950 


F.O.B. Wayne, N.J. 


eeecraeare 


COLLAMATIC CORPORATION 
Wayne, New Jersey 
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JUNIOR 
MODEL 


the only small office offset with both 


SIMPLE OPERATION © PROVEN DEPENDABILITY 


The Copease Copilith Junior is spe- 
cially built to do rush jobs and do 
them well. Girls like its clean, simple 
operation—two motions start or stop. 
They can learn to use it in a few 
hours. 

It’s built by Rotaprint, developers 
of the first office offset in 1927. Over 
the years, it has proved itself in office 
operation. The Junior is ideal for 


bulletins, announcements and every 
other office duplicating job. 
for simple printing, too. 


Good 


Work-saving features are engi- 
neered in, not tacked on. No tricky 
adjustments. Exclusive Copifount 
process automatically regulates water 
and ink. “Down time” is low, so is 
maintenance. And the compact Junior 
is smaller than the average file cabinet. 


SEND CARD FOR COMPLETE INFORMATION 


COPEASE CORPORATION 


Duplicating Division 


425 Park Avenue, New York 22, N. Y. 
For More Information Circle No. 310 
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Piease send more information on 
the Copease Champion. 


| would like a free 3-day trial of the 
new Champion. 


the Copease-Banda. 


Copease’ a Please send more information on 
Conkle,” 


Copease Please send more information on 
COPILITH ' the Copease Copilith. 


Name 
Firm 
Street 


City a County 





FIRST CLASS 
PERMIT NO. 2630 
NEW YORK, N.Y 


425 PARK AVENUE 


BUSINESS REPLY MAIL [a . 
COPEASE CORPORATION ———— 
NEW YORK 22, N. Y. ‘ 





> 


1 24S 
ALSO NEW... 


a~ F 


COPEASE CHAMPION 
New all-purpose office copier 
has exclusive Posi-Contact ex- 
posing process. Gives finer 
copies than ever before possi- 
ble on any comparable ma- 
chine. No dial adjustment for 
96° of all copying. 


COPEASE-BANDA 

A complete new line of spirit 
duplicating equipment with 
outstanding registration. Sev- 
eral Copease-Banda models are 
specially designed for systems 
and procedures work with line 
selection, 


AND DUPLICATES 
A 


COPEASE CORPORATION 


For More Information Circle No. 299 
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First learn to use the instruments and 
techniques that are proven to be best... 
and use them in the exact way that the 
masters of the techniques and instruments 
will show you .. . and then, when you 
have risen up to the highest knowledge in 
the art, then invent, but for goodness’ sake, 
invent upward not downward. Do not re- 
invent implements that were abandoned 
many years ago. 


How much this warning and advice 
applies to the administrative area, in 
which standards are almost non-ex- 
istent. We just don’t know the best 
ways, and can’t find them when we 
have occasion to look for them. Every- 
body invents and re-invents over and 
Over again, and we race over the same . 
ground repeatedly. What a shameful 
waste of administrative energies and 
effectiveness this activity entails! 

Finally, to the man who is insistent 
upon solving his management and ad- 
ministrative problems by numbers, by 
the mechanical approach, Taylor has 
this to say: 

The history of the development of sci- 
entific management up to date calls for a 
word of warning. The mechanism of man- 
agement must not be mistaken for its es- 
sence, or underlying philosophy. Precisely 
the same mechanism will in one case 
produce disastrous results and in another 
the most beneficient. The same mechanism 
which will produce the finest results when 
made to serve the underlying principles of 
scientific management, will lead to failure 
and disaster if accompanied by the wrong 
spirit in those who are using it. 


Not long ago, Nikita Khrushchev 
said, “We will bury you.” No one is 
quite sure what he meant by this, but 
perhaps he will be mistaken—primarily 
because of the work of a fiery little 
man who now lies buried on a hill 
above the Schuylkill River. 





SS Fe = EE CY) 


for space-age figurework 


gw Efficiency, savings . . . these vital objectives in today’s figurework 
depend on speed. And the time-saving, automatic features of Marchant calculators 
can help you process figures faster than ever before. m On the Marchant DecieMagic, 
for example, touching one key just once sets all decimals automatically—for the entire 
problem and in the answer. m On the new Marchant Transflo, illustrated, a unique back 
transfer key flows figures from dial to dial, ends stop-and-go manual re-entries in multi- 
step problems. m And on Marchant calculators, when you touch the automatic ‘‘push- 
button’’ multiplier keys, you get immediate answers—with no waiting. @ More speed, 


more ease, more output. That’s why. . . modern management counts on Marchant. 


MARCHANT 


Fine calculators and adding machines 
of advanced design 


ANNIp 
_ 4 


“5 ~O 
70 . 1o* 
MARCHANT odivisiONn oF fs/c/ SMITH -CORONA MARCHANT INC. OAKLAND 8, CALIFORNIA 
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Publisher Uses Computer 
To Set Tabular Work 


DAVID THORNDIKE, Secretary, Financial Publishing Co., Boston 


LECTRONICS has enabled us to 
E improve service to our thousands 
of accounts—banks, insurance under- 
writers, sales and consumer credit com- 
panies—all of which depend on finan- 
cial statistics and tables provided by us. 
Founded 30 years ago, our firm started 
by publishing Monthly Bond Values, a 
book containing thousands of numbers, 
all computed by hand. This was tedi- 
ous, time-consuming work to which 
monotony contributed its share of 
errors. 

Today we publish over 500 different 
tables relating to payments on con- 
sumer loans, all involving a great num- 


ber of variables. Another phase of our 
service consists of various types of 
calculations of bond values. Despite the 
wide variety of material we publish, we 
often have to prepare special tables for 


clients. Because of the number and 
complexity of these tables and the huge 
volume of computations entailed, we 
faced an increasing problem of perform- 
ing the required calculations with com- 
plete accuracy and getting the tables 
out on time. We turned to electronic 
data processing for a solution. 

After examining many available 
units, we chose a Royal McBee Corp. 
LGP-30 electronic computer. We based 
our choice on the unit’s speed, ease of 
programing and installation. It is a 
compact, desk-size machine, and no air- 
conditioning or special electrical con- 
nections are necessary. Most important 
of all, we didn’t have to hire difficult- 
to-obtain, high-salaried computer spe- 
cialists to run the unit. 

At present we use this machine main- 
ly as a production tool to turn out 


Data is fed to the 
LGP-30 computer 
either from punch- 
ed tape or directly 
from the typewrit- 
er keyboard which 
simultaneously 
punches tape and 
types out copy in 
any desired form- 
at. 
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financial tables faster and more accu- 
rately than we were able to do before. 
One of the important ways it has in- 
creased the speed of our operation is 
by actually printing the numerical tables 
in columnar form as they appear in our 
guide books. Tabular material from 
the output section of the computer is 
ready for the printer without the cost 
of additional typesetting or the proof- 
reading previously required. The LGP- 
30 prints all items in modern, legible 
type, in precise columns. All that is 
added before the material is sent to the 
offset printer are ruled margins, the 
title at the top of the page, and a line 
of identifying data at the bottom. Re- 
duced to book size, the tables our cus- 
tomers eventually get are the same as 
those produced by the computer. 


Installation of the LGP-30 has in- 
creased our production substantially. 
For instance, we now find it possible to 
let the computer run day and night 
without an operator in attendance. This 
increase is dramatized by this fact—the 
computer produces as many tables in 
one working day (eight hours) as were 
turned out formerly by an employee 
working a full month. 

Additional to these production gains, 
the computer’s flexibility enables us to 
meet the diverse requirements of our 
clients without the slow-downs in pro- 
duction that occurred before. This great 
speed up in production and faster serv- 


Actual size portion of FINANCIAL 


Charles H. Gushee (standing), president, 

Financial Publishing Co., and Russell W. 

Currey examine printed mortgage tables 
(see illustration at bottom of page). 


ice have paid off in a big increase in 
the volume of business we handle. 

To date we do not feel we are ex- 
ploiting this unit to its fullest extent, 
and we are still developing additional 
programs that will enable us to assign 
more jobs to the computer. The out- 
come of this experiment with automa- 
tion has been a sharp rise in our busi- 
ness and an increase in our ability to 
offer more refined breakdowns of sta- 
tistical tables with fewer clerical work- 
ers. After being in use in our office for 
over two years, the LGP-30 has wholly 
lived up to our most optimistic expecta- 
tions. 


UNIFORM MONTHLY PAYMENTS 





a page showing num- 12 MONTHS 


18 MONTHS 24 MONTHS 30 MONTHS 





rs printed as com- Note Pay’. 
bers Pp 2035.56 169.63 
puter output, repro- 2056.92 171.41 
duced by offset and 2078.40 173.20 


2099.76 174.98 
punched for a loose 9191/98 176.77 








leaf binder. patie sce Me ir ia. cai ns -ipees ~ Saaett 
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Note Pay’t. Note Pay’t. Note Pay’t. 
2105.28 116.96/2176.56 90.69|/2249.40 74.98 
2127.42 118.19/2199.60 91.65/2273.10 75.77 
2149.74 119,.43)2222.40 92.60/2296.80 76.56 
2171.88 120.66/2245.44 93.56 /2320.50 77.35 
2194.02 121.89/2268.24 94,.51/2344.20 78,14 
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How a Binary Computer 
Does Arithmetic 


JAMES H. GREENE, Ph.D., 
Purdue University, Lafayette, Ind. 


As of Feb. 1960 
New York, pub- 
{utomation News 


HE MATHEMATICIAN would say 

that our common ten-digit number- 
ing system had a radix of ten. There 
are other systems with other radixes but 
the one to be discussed here has a 
radix of two. Because of the electronic 
age, we are living more and more in a 
“two condition” world. Either things 
are or they aren’t. For example, the 
furnace at home is either on or off, the 
lights are either on or they are off and 
this is even carried to the tapes and 
data cards for computers — there are 
either holes or there are no holes. It is 
difficult for the modern machine to 
work with shades of meaning—every- 
thing is either black or white. This 
calls for a numbering system with only 
two numbers. 

There is a standard form by which 
any numbering system can be expressed. 
This is a series which has the general 
form: 


R — Relays 
S— Sonic Delay Lines 
VT — Vacuum Tube 


also of Office / 





Applications, 


K-PT 

K-PT 
PC — Punched Card 
Pr — Printer 
PT — Punched Tape 


K-PT-PC 
K 
K 
K-PT-PC 


president, Automation Consultants, Inc., 


Automation 


AXP+BXe 


K — Keyboard 
MT — Magnetic Tape 


or for the 10-radix system: 


CRT — Cathode Ray Tube 


A(10)° + B(10)* + C(10)? + D(10): 


For example, consider the number 1958: 


o 
w 
as 
fo 
ee 
Qa 
z 
= 
wn 
fo 
he 
= 
a} 
a 
= 
2) 
VU 
tA 
N 
wn 
=< 
wal 
ad 
Qa 
a 
z 
a 
tu 
a 
a 
U 
nt 
ot 
z 
Se) 


AX 10° = 8 X | 8 
BX 10° —=5 xX 10 50 
9 
I 


CX 10° = 9 X_ 100 900 
Dx 10°° = I X 1000 1000 


1958 


ghs E101 


urrou 


: 
| Ro 


It is obvious that the numbers 1958 
are the coefficients A, B, C, D, etc. 
Here is how the binary system can 


1 Precision LGP-30_ 
lishers of the loose leaf handbooks and updating services, Office 


(This chart is reproduced through the courtesy of R. Hunt Brown, 
Bulletin.) 


tt Classified as medium-scale without peripheral equipment. 
Where exact figures were not available, estimates were used. 


Monroe Monrobot IX 

t Average working area. 
C — Magnetic Core 

D — Magnetic Drum 

Di — Magnetic Disk 


Clary ECM 


IBM 610 
IBM 632 


Tue Orrice—April, 1960 143 








Ten-Binary 
O- O 
l- I 
2- 10 
3- Il 
4- 100 
5- 101 
6- 110 
7- Ii 
8 - 1000 
9- 1001 


CONVERSION TABLE 
Ten-Binary 
10- 1010 
1l- 1011 
12- 1100 
13- 1101 
14- 1110 
I5- Vil 
16 - 10000 
17 - 10001 
18- 10010 
19- 10011 


Ten-Binary 
20 - 10100 
21 - 10101 
22 - 10110 
23-1011! 
24 - 11000 
25 - 11001 
26 - 11010 
27- 11011 
28 - 11100 
29-1110 


Addition Subtraction 
9 1001 9 1001 
110 —b 110 


Vil 3 a 


30- 11110 


Multiplication Division 
6 = 2D 6/3 = 2, 110 = 10 


1S ea 1 


— 1 
110 
110 


18 = 10010 





be developed: 


A(2)° B(2)’ C(2)* + D(2) 


4 


A 


x 
x 


\ ; 3 
x — 

128 = 128 
X 256 = 256 
x Biz => 612 
<x 1024 — 1024 


KH KP 


0 

| 

| 
= 0 
= 0 
= 
0 

| 

l 

I 

| 


x KX 





The binary number 11110100110 — 1958 


If the number had not been a whole 
number but, say, 19.5, no particular 
trouble would have been encountered: 


The binary number 1001.1 = 19.5 


144 


Addition, subtraction, multiplication 
and division can be done in the binary 
system the same as in the ten-digit 
system. For convenience in checking 
results, the conversion table is shown 
at the top of this page. 


The scheme is obvious when it is 
observed that 1 + | 2 but in the 
binary system | + | = 10. The num- 
ber to the left is carried as in the con- 
ventional system. 

Not only is the electronic computer 
nearly illiterate with its bi-syllable lan- 
guage, but it is also unsophisticated in 
arithmetic for all it can do is add. So, 
if the computer wishes to subtract, mul- 
tiply or divide, it must do it in a round- 
about fashion by addition. The com- 
puter’s secret of success is that it can 
add extremely fast. 

The computer does not add a series 
of numbers at one crack as we might 
do, but rather step-by-step. For instance 
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Looking for real value? Try Eastern’s economical i a cs 
MANIFEST Line—Duplicator, Mimeo, or Bond. No citnis eeenind 

fuzz, no lint, no curl; you get trouble-free production You ject galt tho tab to 
at highest speeds...sharper, more readable copies, open. No more broken nails. 


too. Manifest Papers come in standard office sizes. Saves time and tempers, too. 


Waterproof wrapped. Ask your Eastern Franchised 
Merchant for samples in white and handsome colors. 


Or write us direct. 


EASTERN FINE PAPER AND PULP DIVISION 
STANDARD PACKAGING CORPORATION + BANGOR, ME. 


For More Information Circle No. 335 
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6 + 7 + 3 would be added (6) 110 + 
(7) 111 = (13) 1101 and (13) 1101 
+ (3) 11 = (16) 10000. This method 
would be slow for us—but not for the 
computer’s quick electronic thinking. 
Subtraction is done by addition of 


division: 1000 (8) V 11100 (28) - 
1000 


1100 
1000 


100 


- (dividend) 


Division is a series of subtractions. 
It will be recalled subtraction is done 
by adding complements. It will be eas- 
ier to show here if subtractions are used 
realizing, of course, that the machine 
does it by adding complements: 


100 
= 11 —— (quotient) in binary 
1000 


or 3-4/8 in the decimal! system as can be seen by the conversion table. 


the complement of the number to be 
subtracted (subtrahend) to the number 
from which it is to be subtracted (minu- 
end). The place farthest to the left is 
then ignored, as: 


9—6=309+4 = 3 

In the binary system the complement 
is easily determined by changing ones 
to C’s and 0’s to 1’s and adding a one 
in the least significant position. The 
complement of (6) 110 is 1001 + OOO1 
= 1010 which when added to (9) 1001 
gives the correct answer. 


100! 
1010 


(3) 40011 
The process of multiplication is noth- 
ing but an extension of addition 
(4) 100 multiplicand 
< (7) 111 multiplier 
100 


100 
100 


(28) 11100 product 


While this has been done in one step, 
the machine would actually take as 
many steps as there are numbers in the 
multiplier, and add each one. 
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The machine does this by making a 
series of subtractions until the remain-— 
der changes sign from plus to minus. 
The answer is being one less than the 
number of subtractions. For example: 


1000(8) V11100 (28) 
1000 l 


10100 
1000 


1100 
1099 


100 
1000 


100 
3 which is I! in binary, the 
100 


answer then is || —— 


1000 


or 3'/f, as before. 


So it is that computers can work in 
a realm of two numbers. Some com- 
puters find it more convenient to in- 
crease their vocabulary beyond two- 
digits, others code the system illustrated 
into the coded-binary system. The ex- 
ample given here, as you might suspect, 
has been oversimplified but gives some 
insight into the operations of a “magic 
brain.” 
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“THERMO-FAX” Copying Machines give you a perfectly dry copy fast. 
In just 4 seconds these all-electric machines copy directly from an original. 
The clean, dry copy can be on white, bond-weight paper or on any of 6 colors. 
This speed and simplicity saves you money with paperwork routines—such 
as billing, accounting, and addressing. To see all that dry copying can do, call 
your local dealer . . . or mail the coupon below. 


Minnesota Mining and Manufacturing Co. 
Dept. St. Paul 6, Minnesota 


> 
223 am ace 


TMiienesora aine AND 


TMianvracturing company 


Name 


Company 


Address__ 
ee + WHERE RESEARCH 1S THE KEY TO TOMORROW 


THE TERM “THERMO-FAX" IS A REGISTERED TRADEMARK 
OF MINNESOTA MINING AND MANUFACTURING COMPANY 


Chy___.. Zone___State__ 


For More Information Circle No. 311 
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HE MONROBOT MARK XI gen- 

eral purpose electronic computer, 
announced by Monroe Calculating Ma- 
chine Co., a division of Litton Indus- 
tries, Orange, N. J., will be priced at 
$24,500. The “brain” of the Monrobot 
is a solid state logic unit controlled by 
a magnetic drum capable of storing 
2000 instructions. When data is fed by 
punched tape or cards, the machine is 
capable of unattended operation. In 
effect, it can control the operator by 
detecting human error and rejecting im- 





proper data as soon as it is entered. 
This makes it possible to train a typist 
to operate the machine in one day. 
As a result of advanced techniques 
for simplifying arithmetic and logical 
circuits, the computer requires no more 
space than a desk and weighs only 300 
lbs. It is fully transistorized and op- 
erates from any AC outlet, using half 
the power of an electric toaster. It 
requires no airconditioning. The Mon- 
robot XI processes and understands 
both alphabetical and numerical infor- 


The Monrobot Mark XI, an electronic computer for $24,500. 
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“OUR MEN CRIED FOR 
... but we 

SALES FOLDERS (.:2:: 
afford them” 


Do the higher costs of printing keep you from turning out needed catalogs, 
folders, mailers? Then you'll welcome the Rex-Rotary D-280. It produces real 
printing—in your office—at a fraction of the cost of outside printing. No 
special training is required. 


The Rex-Rotary D-280 prints from typewritten or typeset copy. It prints 
everything—drawings, charts, even photographs! In black, in color, in two 
or more colors. A unique ink control assures uniform printing. 


Anyone can operate the Rex- 
Rotary D-280. All the skills are 
built into the machine. It prints ! 
thousands of copies, automati- 
cally. Stops automatically, too! It f} 
gives perfect registration on multi- iH 
color jobs. It even prints from é 
letter-size stencils without mask- 
ing (another Rex-Rotary exclusive). = 
And your secretary will welcome 


the sealed ink cartridges, which 


eliminate messy: fingertips. ~ the OFFICE printing press 


Nicest thing about this ultra-modern, silk-screen mimeograpn is that 
only you know of its economy. Customers, dealers, salesmen, see clean, clear 
printing. Let us show you how companies—large and small—get more printing, 
at less cost, with a modern Rex-Rotary. The coupon on the next page will 
bring all the information..Fill it out—mail it now. 


For More Information Circle No. 248 





FIRM SAFEGUARDS 
CONFIDENTIAL DATA 


Valuable new use found 
for in-office printing 


A New York advertising agency 
was recently faced with this poser: 
research turned up a whole new 
area of important market data of 
vital interest to the client and 30 
distributors. The findings had to 
be presented, with graphs and 
illustrations, to many department 
heads. 

The choice was to either chance 
a security “leak” by giving the job 
to an outside printer, or mimeo it 
internally and sacrifice the needed 
charts and illustrations. Someone 
suggested the Rex-Rotary system 
—and the problem was solved. 

The report as produced equaled 
outside printing, and at a fraction 
of the cost. According to the ad 
agency’s office manager, “‘This 
single application more than jus- 
tified Rex-Rotary’s low cost.” It 
wasn’t long before the firm found 
dozens of other uses for this 
modern business miracle (names 
on request). 


Eee HH ee ee 
Rex-Rotary Distributing Corp. + 387 Park Ave. So. 
New York 16, N. Y. + MU 4-5405 
I'd like more information on the 
(_}Rex-Rotary D-280 
(JElectro-Rex [)Foto-Rex 
Please (_] send literature 
(call to arrange a demonstration 











Address 


ue eee 2222 


* 


é, 2.§ 5 


. 


DO STILL MORE, 
SAVE 


etches 
stencils 
electronically 


sets type 
photographically 


Circle 
No. 248 


STILL MORE 


Once you’re producing eco- 
nomical office printing the 
easy, low-cost Rex way, you'll 
welcome the exciting possi- 
bilities of these other money- 
saving Rex products: 














ELECTRO-REX, a revolution 
in stencil making. Just insert 
type proofs, printed matter, 
clippings, drawings or pic- 
tures. While the drum 
rotates, every detail is faith- 
fully transferred to a mimeo 
stencil or offset plate—elec- 
tronically—at only pennies 
per stencil. No darkroom. No 
chemicals. No special 
training. 


a 


New FOTO-REX lets you pro- 
duce crisp headlines—on the 
spot—at irresistibly low cost. 
Hundreds of type faces and 
sizes available. Special 
fonts, logos or screens made 
to order. Easy? Just insert a 
letter—expose—dial the 
Spacing. Only $13930 














(eee en0== 





mation because it performs 
operations as well as arithmetic. 

Information can be fed from punched 
tape, punched cards, electric typewriter, 
teletypewriter or number’ keyboard. 
Output may be to tape, cards, type- 
writer or teletypewriter. The computer 
will be marketed with a tape reader 
for input, tape punch for output and 


logical 


typewriter for both input and output. 


Additional units can be added in any 
combination, with three independent in- 
put devices and three independent out- 
put devices operating simultaneously. 
Most operations are fully automatic 
because of stored programing. The 
machine’s magnetic drum is divided 
into 1024 storage registers, each of 
which can contain one number or word, 
or two program instructions. The drum 
revolves 5200 times per minute, and 
data flows to and from it at the rate 
of 160,000 electronic impulses per sec- 
ond. The Monrobot XI averages about 
5000 arithmetical computations per 
minute. In a payroll application, one 
machine can automatically compute the 
earnings and print the paychecks of 800 
people in one eight-hour workday. 
Among the more than 40 jobs which 
can be handled, in addition to payroll, 
are invoicing, sales analysis, inventory 
control, capital equipment depreciation, 
brokerage accounting, production 
scheduling, oil company billing, cost 
analysis, labor distribution, linear pro- 
graming, freight revenue accounting, 
scientific engineering analysis, thermo- 
dynamics, differential equations and 
probability analysis. The machine will 
handle every input or output code, 
making its applications universal. For 
More Information Circle No. 206. 
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YOUR COMPANY? 


Ge What is Policy? 
wv What are the 7 marks of a Useful Report? 
How can we write procedures so 
anyone can understand who does 
what and when? 
@ Hew do bootleg forms affect office costs? 
Will Electronics solve your 
office problems? 
oO Is an organization chart A Useful Tool? 
Each of these questions is answered in 
separate issues of SYSTEMATION, a new 
service by a 42 year old management 
service company. 
SYSTEMATION costs $20. a year. But you 
can judge for yourself first. Write for free 


| FREE | copies of issues answering any 

two of the above questions. 
St mM . Division of 

Sy = ation Ross Martin Co. 


Dept. A-540, P. 0. Box 800, Tulsa |, Oklahoma 





For More Information Circle No. 376 








TECH 
PANEL 
COMPANY 
INC. 


Control panels and wires for EAM and 
data processing equipment will be 
available April 1960. 


Lightweight — Strong — Dependable 
Made to IBM Specifications 


P, O. Box 3461 Greensboro, N. C, 








For More Information Circle No. 377 
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HE OFFICE has completed its 
25th year. It is the oldest 
existing publication edited for 
The celebra- 


5th anniversary is 


office executives. 
tion of this 2 
not to be measured by years, 
but by the progress of its read- 
industry it serves. If a 
brief backward look is pardonable, we 


take pride in a history we think is sig- 


ers and the 


nificant and wholesome in its quarter- 


century contribution to the advance- 
ment of scientific office 
We look back to 


office manager 


management 
1935 


reader 


when our 


needed front 


office approval more often than not to 


buy a gross of pencils or to have a type- 
1960, as 


president, our 


writer overhauled. In 
troller, 


reader 


con- 
treasurer, vice 


directs the daily activities of 


one-seventh of America’s work force 
and acts as a basic guide in his organi- 
zation’s tortuous exploration of automa- 


tion and data processing. Times have 
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changed and the tail has become a big 

part of the dog. 
When Tue OFFic! 

its April, 1935 


Economics, then in 


with 
Office 
OF- 


things we 


bowed in 
first as 

1936 as TH 
of the 
that 


issue 


FICE here are some 


said and aspired to in maiden 


issue: 


A publication which side-steps detail in 
content vet 
activity in its field, 


it in size to fit into every man’s pocket, we 


touches upon every phase ot 


need and which does 
hope will find a welcome reception . . . A 
and vital element is now for the first 
embraced by THe Orrice. In office 
management education and in knowledg: 
of office equipment, the user has long been 

eglected. He is the first to admit of too 
ae an of the products of th 
office equipment industry, of their applica- 


new 


time 


ignorance 


and sales and service 
will for the first 
much of this in this new publication 


tions, purposes rami- 


fications. He time find 
That this publication from the very 
start 


is evidenced by the first scientific study 


did many things first in its field, 
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of buying habits among users of office 
equipment to be made and reported in 
the April, 1935 issue. 


equally pertinent today. Some 50,000 


The report is 


correspondents were covered (no mean 


achievement even today) and such ap- 


propriate questions were asked as: 


How did your office equipment purchases 
in 1934 compare with 1933? 

Will you enlarge your office 
year? 


space this 


Will duplicator equipment permit you to 
produce in your own office, work formerly 
done outside? 

Do you anticipate needing more office 
workers this year? How many? 

Have you any office machines now being 
used by more than one worker? 


To help advance recognition of the 
part that office management could play 
in the conduct of modern business, we 
became early members of the National 
Office Management Assn. and worked 
hard and «valiantly with those other 


pioneers to further the NOMA gospel. 
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At that time NOMA had five chapters 
and 237 members. Today it boasts 177 
chapters and more than 17,000 mem- 
bers. We even donated what became 
for many years one of the most worth- 
while annual NOMA awards. Still more 
astonishing, however, has been the suc- 
cessful organization in the interim of 
so many vertical associations as those 
now in the systems, filing, machine ac- 
counting, microfilming, insurance, rail- 
dozens of other 


road, banking and 


fields. 


One of our Boston readers, when he 
received his copy of the initial issue. 
wrote: 


Were it not for the salutatory article and 
the Vol. 1, No. 1 on the contents page, | 
would have thought the magazine one that 
had been successfully published for many 
Although it is new and different, its 
contents left me with a feeling that it long 
had been a factor of power and influences 
in promoting the distribution and use of 


years, 
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“CONTENTS 


The Story of Orrice Economics. . 
“We Will Buy 40% More Office Equip- 
ment in 1935" Say 54,907 Consumers . 


Why All These Duplicators? 
How About the Mergers? 
If Imports Stop Today! 


A $20,000,000 Market Service Men Can 
Wen 


An Impressive 1935 National Business 
Show 


As We See It (Editorial) 
Analysis and Forecast 
Profits and Dividends. . . . 
New Products... . . 
Charles Stanton... . 
Index of Advertisers 





OFFICE ECONOMICS 
Published Monthly ot 377 Broadway, New York, N. Y., U.S.A 
Cable: “Withol,” New York Telephone: CAnel 6-0682 


Copyright, 1935, by Willies Schulhof 


SUBSCRIPTIONS: One Year $1.50, Two Yeon $2.00 
C O0c per veer edditions 


WILLIAM SCHULHOF, Editor and Publisher 


The contents page of the first issue, 


April, 1935. 


office equipment. I don’t happen to know 
you personally but it is certain that you 
and your staff know your business. 

R. C. Huntley, president of Sturgis 
Posture Chair Co., wrote: 


The size, make-up and interesting pre- 
sentation of material as well as the selec- 
tion of it, is the best we have seen in the 
office equipment trade. There is every 
reason to believe your idea will prove most 
successful. 


Walter L. Todd, president of the 
Todd Co., wrote: 


Your first 
gratulations! 


issue is a knock-out. Con- 


From Arch Davis, advertising man- 
ager of International Business Machines 
Corp., came this: 
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I have gone over the first edition of 
Tue OFFice and want to compliment you 
upon the make-up and readability of your 
magazine. You are off to a fine start— 
more power to you. 

These very welcome lines came from 
J. B. McCormick, vice president sales, 
L. C. Smith & Corona Typewriters, 
Inc.: 

The first issue of THE Orrice reached 
my desk a few days ago. I want to con- 
gratulate you on the convenient size, edi- 
torial content and general make-up. We 
are proud to count ourselves among the 
representative list of advertisers. 

John A. Zellers, vice president, Rem- 
ington Rand, Inc., sent the following: 


I have just had an opportunity to look 
over Vol. 1, No. 1 of THe Orrice and do 
most earnestly congratulate you on the 
excellent make-up and general beauty of 
the publication. Its news and advertising 
pages also reflect great credit upon your 
talent and energy and call forth the most 
sincere admiration. 

This terse but appreciated comment 
from Harry Bates, advertising manager, 
Underwood Elliott Fisher Corp.: 

You have made a home run on the first 
ball pitched. A fine idea and splendidly 
put over. 

W. F. Clausing, president, Interna- 
tional Typewriter Exchange in Chicago, 
had this to say: 

It is a knock-out. Aside from the fact 
that it is popular in size, it has been com- 
piled with one of the best balanced layouts 
I have seen in any magazine for some time. 
Your editorials are timely, particularly the 
one pertaining to duplicators. 

The following came from A. V. 
Turner, Standard Office Machine Co., 
Boston: 

“Why all these duplicators?” is one of 
the most sensible arguments I have read 
in the many years of my experience in 
business. I am going to ask your permis- 
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sion to quote this in one of my monthly 


bulletins. 

Present-day readers of THE OFFICE 
will find the titles of some of its articles 
during 1935 as timely as if they were 
published today. Here are a few of a 
quarter-century ago: 


Why All These Duplicators? 

Technological Displacement and Labor- 
Saving Devices 

How About the Mergers? 

Wider Uses Developed for Safety Paper 

Seconds Are Important 

The World is Buying 
Equipment 

Correct Seating 

Breadwinners 
Machines 

The Office’s New Functions 

Office Noise Can Be Absorbed Scien- 
tifically 

Analysis of Forms and Paper 

Why Air Condition General 
Space? 

Champion—Man or Machine? 

Business Machines and Education 

Are Loose Leaf Books Legal Evidence? 


More Office 


With Modern Office 


Office 


The authors of articles in THE Or- 


FICE during its first year included 


some well-qualified and authoritative 
by-lines, e.g.: 


F. W.. Nichol, president, 
national Business Machines Corp. 

Thomas Burke, chief, Specialties Division, 
Department of Commerce. 

Charles P. Garvin, general 
National Stationers Assn. 

P. G. Wharton, vice president, Atlantic 
Refining Co. 

H. A. Nielsen, Westinghouse Electric & 
Mtg. Co. 

Herbert Arkin, College of the City of 
New York 

Frederick D. Lehn, 
wood Elliott Fisher Co. 

R. P. Brecht, secretary, National Office 
Management Assn. 

Addison Perry-Keene, controller, Austin 
Motor Co. Ltd. 


vice Inter- 


manager, 


Under- 


treasurer, 
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George D. Means, 
State Street Trust Co. 


purchasing agent, 


Here are the advertisers in that first 
April, 1935 issue of THe Orrice whose 
foresight and confidence in the publi- 
cation we then so heartily welcomed 
and appreciate no less today: 


Addressing Machine & Equipment Co. 
Allen Calculators Inc. 

S. W. Allen Co. 

Allen-Wales Adding Machine Corp. 
Ames Supply Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Columbia Steel Equipment Co. 
Colytt Laboratories 

Conklin Pen Co. 

Ralph C. Coxhead Corp. 

Luis De Olazarra 

A. B. Dick Co. 

Facit Adding Calculators, Inc. 
Hall-Welter Co. 

Harter Corp. 


MAGAZINE OF OFFICE EQUIPMENT 


The original cover of THE OFFICE. 
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Your Page 


ee The editorial page is usually a se- 
cluded domain of the publisher where ex- 
pression is given to the views of the edi- 
tors. It is not to be different that 
OFFICE ECONOMICS does not call this 
“Our Page.” Not as professional edi- 
tors but as practical men conversant 
with the industry, our editorial writings 
are presented as findings arising from 
constant contact with makers, sellers 
and users. It is “Your Page” and your 
reflections are always welcome. 


editorial 


The beginning of the 
in the first issue of 


International Business Machines Corp. 


International Office Appliances Inc 
Kee Lox Mfg. Co. 

Lanston Monotype Machine Co 
A. P. Little, Inc. 

Martens Type Cleaner Co. 
Mercedes Buromaschinen-W erk¢ 
Moller Products Corp. 

Monarch Typewriter Co 

Nascon Service Inc. 

National Business Show Co 
Niagara Duplicator Co. 

Old Town Ribbon & Carbon Co 
Peerless Key Co. 

Phillips Process Co 


\.-G, 


page 
OFFICE. 


Regal Typewriter Co 

Reliable Typewriter & Adding Machine 
Corp. 

Remington Rand, Inc. 

Rotospeed Co. 

Royal Typewriter Co. 

Shipman-Ward Mfg. Co. 

L. C. Smith & Corona Typewriters Inc 
Todd Co. 

Typewriter Circle Co. 

Underwood Elliott Fisher Co 

United Typewriter Co. 

Wholesale Typewriter Co 

Yawman & Erbe Mfg. Co. 


In tribute to them, we feel it fitting 
also to list the names of those adver- 
THE OFFICE 


year of publishing, whose faith and 


tisers in during its first 


confidence in the publication are evi- 
denced by their uninterrupted adver- 
tising use of THE OFFice, year after 
year through all these 25 years. In fact, 
some of the companies listed below 
have never missed a single issue: 


R. C. Allen Business Machines Inc 
Ames Supply Co. 

Burroughs Corp. 

Columbia Ribbon & Carbon Mfg. Co 
A. B. Dick Co 

Ditto, Inc. 

Facit, Inc. 

Friden Calculating Machine Co 
Hall-Welter Co. 

Hush-A-Phone Corp 

Indiana Cash Drawer Co. 
International Office Appliances Inc 
Kee Lox Mfg. Co. 

Marchant Calculating Machine Co. 
Moller Products Corp. 

National Business Show Co. 
National Cash Register Co. 

Old Town Corp. 

Remington Rand, Inc 

Royal Typewriter Co. 

L. C. Smith Corona Typewriters Inx 
Speed-O-Print Corp. 

Underwood Corp. 

Varityper Corp. 

Victor Adding Machine Co. 
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“The Office — Herald of Modern Management 


OW NEW is modern office man- 
agement? No less a pundit than 
King there 
was nothing new under the sun. 


Solomon believed 
Through the centuries, excep- 
tional men have conceived ideas 
when re- 


claimed as_ original 


conceived decades, centuries, 
later. 


for many of the “latest” management 


even 
It seems to us this holds no less 


concepts and office innovations today. 
For, while in no way wishing to dis- 
parage their developers, we know that 
these 
were in the mind of a remarkable man 
This 
man was Charles E. Sprague, editor 
and publisher of The Office.® 


This initiator of the modern business 


many of so-called new things 


before the turn of the century. 


press described his 19th century pub- 
lication as, “A Practical Journal of Busi- 
ness Management, Office Routine and 
the Art of Advertising,” thereby antici- 
pating much that subsequently became 
familiar. His offices were in New York. 
at 37 College Place, although, as might 
be expected, nothing of them remains 
today. But of his ideas much remains, 
as we shall see in turning the yellow- 
ing pages of this extraordinary publica- 
tion. (See 158, 159, 160, 161, 
164. ) 

Our copy is dated February, 1888 
and the magazine is in its third vear 


pace S 


of publication. One of the first ads to 
catch our eye is that of the old Herring 
& Co., later to become the Herring, 
Hall Marvin Safe Co., recently acquired 
as an independent division of Diebold, 
Inc. On the same page we see an ad 


* The earliest example on record of a maga- 
1e devoted to office subjects. 
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for the Remington Standard Typewriter 
by Wyckoff, Seamans & Benedict, once 
known as the typewriter “trust” and 


controlling 95% of the world’s type- 
writer business, today a part of the 
Remington Rand Division, Sperry Rand 
Corp. 

This first page also carries the mast- 
head and lists the contents under nine 
The first, “Edito- 
rial,” contains such titles as “Every 


sub-heads. headed 
Business Man an Advertiser, “Coopera- 
The sct- 
ond section, “Hit and Miss of Adver- 
titles such as “Mark 
Checkup Becomes an Advertiser,” and 


tion of our Subscribers,” etc. 


tising,” includes 
corresponds to the feature section of 
today’s business publications. The third 
section, “Office Mail Bag,” has perhaps 
the most illuminating items for modern 
readers, as we shall show later. “Books 
the fourth 


cludes literary notes and readers’ cor- 


and Papers,” section, in- 
respondence. 

“Articles” is the head over the fifth 
section, and five such are listed, several 
They differ 


from some of the other features listed 


illustrated with woodcuts. 


elsewhere, in that they tend to be more 
strictly utilitarian—more like the “how 
to” pieces of today. 

The 


guing name of 


sixth section, under the _ intri- 
“Volaspodel,” has to do 
with an international language invented 
in the 1870’s by Johann Martin Schleyer. 
With all the current concern over com- 
munication and symbology you may be 
interested in how Volapuk sounded 

for instance, Li-spelol geton penedi? 
meant, “Do you hope to receive a let- 
ter?” Charles Sprague was a Vola- 


Continued on page 162) 





~The Office 


A Practical Journal of Business Management, Office Routine 
and the Art of Advertising. 


New YorK, FREMRUARY, 1888 
No. a3. 


ARTICLES 
Every Business Man an Adveriuser—( ofpersinn of our Subecribers— ® A Well Arrang 
Grewal of Preaium Offers—New Pian in Pore ineuranct~Edrtarne! Descrn a 
tions af Nove Amicies—Cabing Things by ib Kigt: Names—F re iy Coeds Estadio 
cme tavited —A towt Mamuwript igex ion es —C otlect . DET 
Coanery Checks ~The Ohher Side cf the Ques VOLASPODEL : 
ks ¢ Geptites 
HIT AND MISS OF ADVERTISING 
Mart Checkep Becomes an Adveruser Sand« 


OFFICE EQUIPMENT 
tiner’s Creed— Pranters oan Lev 


Regence wttraied —F 
OFFICE MAIL BAG nat " a oe cere 
Drevereoming Amawe: >¢ ection 4 wolr ated © Heme Ca 
of Consignment A . 
TES AND ASSOCIATIONS 
5 + Bouk-hewpe 


- ‘ at ’ A 


BOOKS AND PAPERS BUSINESS AND PERSONAL 
Brock ere N utah . INDEX TO ADVERTISEMBRTR, 


* PUBLISHED - MONTHI : f OFrFict MPA , COLLEGE 


HERRING’S SAFES. 200 LETTERS 
Copiep IN 


TEN MINUTES. REMINGTON 
STANDARD 
TYPEWRITER 


| KNOWN and USED THROUGHOUT the WORL! 
OUSANDS OF HERRING’S HE Commercial Agencies 
SAFES have been subjected T 
to trial by fire, and preserved 
property of inestimable value. 
These fire tests have proved the 
Safes trustworthy, and estab 
lished their reputation for supe- 
riority. pa : 
HERRING & CO. Send for an [Wustrated Circular of 
THE OLDEST SAFE HOUSE IN \tewica, OFFICE LABOR-SaviNG DEVICES. 
261 and 262 Broadway, NEW YORK FILE & INDEX CO, = WYCKOFF, SEAMAN 


NEW YORK $8 and 54 Reade Breer ew vorx city Bacapway, Naw Yous 
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United States use about : 
United States Government a 
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RY 
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Front cover page of “The Office.” a 19th century publication for businessmen. 
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Prot cany, 1888 The Office. 


Sisson WRITING | -rue . IMPROVED - BRODRICK + COPYGRAPH. 
TAUGHT BY MAIL 


Young men have oly to learn shorthand Is The Original and Oniy Perfect Duplicator of 
. e of prof 
lecnsuledebenshaccateppne TYPEWRITING AND HANDWRITING 
en o ammphiet and spccumem “ 
WW HULTON. Prrrsut run, Pa Both can be copied at the same 
PPinse a ~ tume from the same stencil 
“ TE iG ) The process is rapid, clean aod 
THE - STENOGRAPH. | , Dermot cee 
A Wonderful Mathias for Writing meaded by the leading Type- 
- ¢ : writer Manufacturers, R 
SHORTHAND- — ee 
(See Editarial Gescrtption in Sepi. inaue of THe Ovetee ance Companies and 
Men everywhere. No office is 


OR TO PEN SYSTEMS. | Complete without it 


‘ED IN THIRD OF 
THE TIME i PRICE $10, WITH COMPLETE APPARATUS for Copying Typewriting and 
CY feUears Handwriting 


pieagant Sead for sampies and information to 


NATIONAL METER Co., 5:te_Manutecurere 


262 Tireadway, New York. ” 


sifissiNGormco, DHE RAPID DUPLICATOR 


ST LOUIS. M 
plete and perfect process for 
at Letters, Accounts Complicated 
om _ om ee t L { Figures pene ination Pa 
} ran heduies, Proofs of Loss, Mar- 
oy horuses. and Document- 
~ on 


M. M BARTHOLOMEW, Manage 


wis 
— ° * iq i f e escriy 
% a 4 @ Lepen with blotters, pads, rubber sheets, 
— co cena} n atd chemicals, and ervids soiling the 
2 ? * 
IKONS omanian “GRAPHITE 
um Street, New York. 


i" OK STEEL = : 4 : . , 
BR OSS Soe THE WONDER ° LITHOGRAPH. 
ee a 

Gen) -_ AN* Mirely new process of du- 

plicatiog Autographic work. 

“ Statements, Plans, Specifications, 
THE ESTERBROOK STEEL PEN CO., qs . Price-liste, Circulare, ete.. ote.. 

* a6 fone St W YORK * ; tan de produced by 


gg Senge 4, o48 130, 335, 333. 161 


THE 
3 wonveR LITHOGRAPH 
4 at the smallest possible expense 
Tweive thousand copies from 

one original, at the rate of 400 

per hour. The method ts abso- 

uicly simple, and the work from 


LEP 0 i. certect 


Edison . D. HOLBR: § = AGENTS FOR THE UNITED STATES 
4 13 vay, New York * 


Mimeograph 7 . : MULTIPLE PENHOLDER 


evice will rule che three 





me & : Typewriter Work F qulteaneh com Soheman, cht, oes Suey ee ae wand dove = 
' ® 


m9 


Virracte 


on MULTIPLE PEN HOLDER CO., 
“P.O. Box 341 214 Church Street, NEW YORE 


A typical page of advertisements from “The Office” in the eighteen-eighties. 
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The Office 














Top management's private office was all-important as indicated by this article 


from “The Office” of 1888. 
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The Office. 


OFFICE EQUIPMENT. 
useful article of desk of 
nature @ cash-box, 80 constructed as 
he desk when en, and arranged to shut 
to be read: n a drawer, or, more 
ve Gas Lamp, which safe-keeping within the strong box of an 


252 Broadway, New { the engravings presented herewith shows 


g in addition 
ect en impor 


5 inches ng and 4% inches 
pen and indicates the parts 
of these is arranged in convenient 
shape for containir 2 ange, and twenty-five aad fifty 
cent and dollar coin rt h has a hinged lid, is for 
orders and the 
the cash tray, 
another part which 
ss thar 
shape suggests where f Oe TRAY SEOTE ‘ bdivision of the 
used to advantage It 4 Another form of the box is made for deeds, a special deed 
pres adapted for hee tr ng ft These goods. which are carciully made and 


storsrooms, workshop: e Ish re being put upon the market by H. T. Reed, 


manulactoties as we r sgt rect hicag The sample sent us has been 
sitting-t . ° . ice i its utility is such as to 


EYELETTER 

ying cograving is being in- 

Seamans K Henedict, of 327 Broadway, New 

ch offices in all the principal chies 

The machine combines three 

spens in an office. These are 

attachment for binding manuscript 

nm one device secures their use in 

$ required where they are supphed separaicly. There 

afwamtage that there is so possibility of any one af 

tric light has be = , hem being misiaid or separated from the others. The pertorator 

nand more ligh he need of bewter gas-burners. In many punches one or three holes, as may be required. This is accom- 

ennames elect at rat of the ques Ot g 5 plished ty means of the part shown at the left baad im the engraving 
everywher 








erty amore t 
trom gas laim thet the lamp 
meat in every parts 
he use of this 
he ar which 
heating the gas moderate 
aa ¢aceilent guimior whick 


pressures 


jed which may be adjusted to 
* bound Ry this means the 
punch tan be centered 

nstcad of three may be 

he next step is to put 


ecting points shown under 


Probably the first New Product section of a publication devoted to otiice equipment. 
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(Continued from page 157) 
pukist himself of no mean order and 


a lesson by him on this communication 
tool was a regular feature in The Office. 

We come now to “Office Equip- 
ment,” which might be thought to be 
the predecessor of our own “New Prod- 
ucts” section. This gives descriptions of 
various office machines and such items 
as lamps, cash boxes and cabinets. Per- 
haps one of the most interesting prod- 
uct stories has to do with the Climax 
pocket pencil made by the Lyra Pencil 
Co., New York. This, the company 
claims, is offered to replace the so- 
called automatic, stop gauge, pro- 
pelling, repelling and dynamic systems, 
in a more satisfactory form than ever 
before presented — convincing us, at 
least, that even in those days hyperbole 
was not exactly unknown 

The last two sections are headed 





CONGRATULATIONS 


For twenty-five vears of service in 
the field of office management and 
methods. 


A trusted friend of reader 
and advertiser. 


ES & NEGATIVES K-84 
n 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Chio 
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“Institutes and Associations” and “Busi- 
ness and Personal,” respectively. The 
former carries notices on groups such 
as the Bookkeepers’ Beneficial Assn., 
American Assn. of Public Accountants, 
The 


latter carries news items of interest to 


and the Institute of Accountants. 


the industry and office management. 
Before describing some of the typi- 
cal advertising to be found in this 
prescient publication, we should glance 
briefly at some of the items in “Office 
Mail Bag.” One correspondent is con- 
cerned about a system of determining 
profits without 
that would interest many even today 


invoicing, something 
Another discusses a method for work- 
ing out the amount of collections. A 
technique of bookkeeping for 


newspa 
I 
pers is vet another topic 


Office 


were as 


lighting and air onditioning 


much management 
Here is how Mr 
office 
device (made by Metropolitan Venti 
lating Co., New York, and exhibited at 
the American Institute Fair in the fal! 
of 1887): “ .. .A fan is located 
wherever most convenient or wherever 
a supply of fresh, pure air can be se- 
cured. Small pipes lead from it to th 
office and discharge air near the desks 
and at points about the walls of the 
room. A modification of the 
anticipates running two lines of pipe 
to the 
through steam coils, thus warming the 
while the other carries cold aii 
These units are just in front of the 


COnceIMS 
then as they are now. 


cooling 


Sprague described an 


systen) 


office, one of which passes 


air, 


discharge and are controlled by valves 
so that the air may be controlled to 
suit employees . So it seems that 
the wise king was right, and that even 
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as “new” a concept as office tempera- 
ture control was exciting considerable 
interest over 70 years ago — at least in 
The Office. 
Finally, a word or two about the 
ads, some of which are reproduced 
We see one for the Callard Blot- 
ter Bath, a forerunner of today’s huge 
duplicator industry; another for the 
Hammond Typewriter, that was even- 


here. 


tually to evolve into the modern Vari- 
Typer. Small ads for various shorthand 
There 
ad for the Stenograph by the 
United States Stenograph Co., the first 
shorthand machine on the market. Pen- 
cils by Joseph Dixon Crucible Co., and 
pens by Esterbrook Steel Pen Co., are 
both there, reminding us that they were 


courses are much in evidence. 
IS an 


as much in demand in Mr. Sprague’s 
time as they are today. The first Edi- 


son Mimeograph is there, described by 
a user as “the best duplicating process 
we have ever used,” a sentiment that 
today seems nothing less than _pro- 
phetic, considering that the advertiser 
was the A. B. Dick’Co. The Caligraph 
writing machine was advertised by the 
original American Writing Machine 
Co., a subsidiary of the typewriter 
“trust.” Even the “gimmick” product, 
so dear to modern promoters, was to 
be found in The Office; in this case the 
Multiple Penholder made by Multiple 
Penholder Co. 

Space precludes a more full explora- 
tion of this fascinating magazine. But 
maybe you have seen sufficient to won- 
der next time someone comes to you 
with a “new” concept: Is it possible 
that a man living nearly a century ago 
had the very same idea? 
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7350 Forsyth 
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Congratulations fo 
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Office 
ON THE OCCASION 


OF YOUR 
25th ANNIVERSARY 


St. Louis 5, Mo. 








The Office. 
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; S “ Caligraph” Writing Machine 
»me a favorite with Reporters, 
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long ago showing the latest in writing machines. 


More ads from “The Office” of 
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32" 
Annual 


NATIONAL §& ; 


BUSINESS SHOW 


October 14th to 19th, 1935 


This ad 
appeared in “The Office”, 
COMMERCE HALL 
April, 1935 Auton & 

NEW YORK 
Featuring the latest methods, machines 


and equipment for meeting the 


T b 7 N business administration needs of today 


National Business Show Company, Inc. 


A N D N 0 W 50 Church Street New York 








A NATIONAL INSTITUTION 


The National Business Show has served American business for more 
than half a century—has been a continuous advertiser in “The Office” 
since its inception. 


The National Business Show was then, and is now, the platform for 
launching new equipment, methods and services for the business 


community. 
1960 
NATIONAL BUSINESS SHOW 


of the Office Evecutives Association 
COLISEUM NEW YORK + OCTOBER 24-28 


National Business Show © 530 Fifth Avenue © New York 16, New York © OXford 7-7142 
For More Information Circle No. 348 
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With "The OFFICE’ Today... 


. . a terrific profit potential by 
dealers who switch to R. C. 
Allen’s complete Add-O-Matic 
adding machine line. 





Learn how easy it is to make 
a full dealer profit with the com- 
plete Add-O-Matic line—the line 
that meets competitive prices 
and beats any make with power- 
ful selling features. 








RC Allen 


] 
j 
Business Machines, Inc. | 
| 
| 


668 FRONT AVENUE, N. W. e GRAND RAPIDS, MICHIGAN 


Adding Machines © Bookkeeping Machines « Cash Registers « Typewriters © 


Safes and Files ¢ Carbon Paper and Ribbons « Precision Aircraft Instruments 


For More Information Circle No. 333 





And 25 Years Ago! 
| Mi . 


- PORTABLE 
Adding Machines 


DIALS .- AUTOMATIC CLEAR SIGNALS 


ALLEN 


CALCULATORS 





ew P 


ELECTRIC TYPEWRITER 


Royal McBee Corp., Port Chester, 
N. Y., introduces a Royal electric type- 
writer with keyboard designed to give 
typist greater convenience, efficiency and 
speed with less strain and fatigue. A two- 
tone chime replaces conventional bell an- 
nouncing approach to end of line. A unit 
regulates spring tension on each key. 
Smoother typing rhythm and greater speed 
is provided by uniform key depression. 


Double-case impression regulator permits. 


individual adjustment of either upper or 
lower case characters on the same type- 
bar. After-bounce (when typebar returns 
and hits headrest) is almost eliminated by 
double-bar headrest covered with special 
surgical plastic. High-speed shift key, 
using two-way motor power instead of 
springs, improves action and assures pre- 
cise alignment regardless of speed. Twin- 
Pak ribbon changer offers fast, clean, easy 
way to change a ribbon. Margins are set 
automatically. A line meter indicates lines 
remaining at page bottom. Halfspacer 
key allows insertion of omitted letter(s) in 
same space as a misspelled word. Com- 


168 


plete enclosure of machine keeps out dirt, 
dust and erasure grit which, according to 
Royal’s records, are responsible for more 
than 85% of all service calls. Available 
in oyster white, pearl gray, mist green, 
sapphire blue and petal pink. For More 
Information Circle No. 132. 


ADDRESS LABELING MACHINE 


Cheshire, Inc., Dept. O-3, 1644 North 
Honore St., Chicago 22, Ill., announces 


the Cheshire Model E which applies labels 
preaddressed from punched cards, mag- 
netic tapes, plates and stencils to light- 
weight printed pieces. Post cards, enve- 
lopes, pamphlets, brochures, catalogs and 


other printed pieces in sizes from 3%” x 
S5Y%" up to 11” x 14%” and thicknesses 
up to 3/16” can be labeled at controllable 
speeds from 4500 to 16,000 per hour. The 
machine applies all types of preaddressed 
labels: continuous pack form, roll strip, 
Addressograph electronic facsimile printed 
strip, IBM 407 strip, and cut or individual 
labels. A combination rotary labelling head 
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will apply both wide and narrow tape 
strips. A separate, interchangeable head 
for applying cut or individual labels is also 
available. Simple in design, the Model E 
can be easily operated by office personnel. 
Printed pieces are fed from an adjustable 
vacuum hopper and additional pieces may 
be added without stopping. Reloading la- 
bels and replenishing glue supply is also 
done without stopping machine. Changes 
in label position or for piece thickness can 
be quickly made. A photoelectrically con- 
trolled throw-out prevents lost labels. 
Completely equipped with 1/3 hp variable 
speed drive unit and all electrical equip- 
ment, switches and solenoids. Conveyor 
has separate ¥4 hp motor with variable 
speed drive. A_ self-contained vacuum 
pump provides vacuum hopper-feeder and 
label pick-up. For More Information Circle 
No. 181. 


TYPEWRITER NOISE CONTROL 


Gates Acoustinet, Inc., 816 Spaulding 
Yates Bldg., Tonawanda, N. Y., announces 
the Model TW-M Acoustinet for quieting 
both manual and typewriters. 
and con- 
sists of a typewriter base with sides, the 


electric 


This unit weighs only 5% Ibs. 


interior of which is lined with urethane 
foam insulation. The base also has spe- 
cial built-in vibration insulation pads. The 
clear plexiglass shield allows easy access 
to machine’s platen. The Model TW-M 
Acoustinet is said to reduce typing noise 
by at least 50% by absorbing the noise at 
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its source. Typists can do more accurate 
work with less fatigue and other workers 
in the area are not distracted by machine 
noise. This Acoustinet, which is available 
in a variety of color combinations, is also 
effective on tape-operated typewriters. For 
More Information Circle No. 199. 


PORTABLE DICTATING MACHINE 


Inter-Continental Trading Corp., 90 
West St., New York 6, N. Y., introduces 
the Telefunken 600, self powered dictating 
machine that combines dictation, record- 
ing and transcription in one slim, compact, 
portable unit (7%” x 1196” x 2%”) weigh- 
ing less than 6% Ibs. Made in West 
Germany, the machine can be used any- 
where. It Will be sold through franchised 


Olympia dealers throughout the U. S. 
Inter-Continental is sole U. S. distributor. 
The fully transistorized 600 is complete 
with battery recharger unit which elimi- 
nates need for replaceable batteries. Cen- 
tral-control microphone brings every im- 
portant dictating control to hand and one 
button controls every action. Each dic- 
tation disc, which can be used over 10,000 
times, records ten minutes of dictation, is 
unbreakable and easy to mail. For litera- 
ture, Circle No. 126. 





OFFSET PLATEMAKER 


Miller-Trojan Co., of Troy, Ohio, an- 
nounces its Sun Dial Platemaker. Com- 
plete unit includes a rugged cast aluminum 
pressure frame, glass, foam rubber blan- 
ket; support arm to hold hinged lid in 
raised position for loading; special cam- 
action lock for application of necessary 
pressure to hold masked flat and plate in 


contact during exposure; automatic timer 
for controlling overhead photoflood light 
source; lamp housing (to accommodate 
photoflood) mounted on support tube at 
image 


correct distance for covering an 
area up to and including 1344” x 18%”. 
The Sun Dial Platemaker costs $94.50 and 
is especially recommended by the manu- 
facturer for use with the 3-M aluminum 


foil plate and other similar types. For 


More Information Circle No. 216. 


DICTATING MACHINE 

American Dictating Machine Co., 51 
West 4Sth St., New York 36, N. Y., an- 
nounces the TN-5 Rex Recorder with a 
roll tape “tear-off”’ indexing system that 
spots changes so accurately that single 
words may be picked up instantly. For 
example, move the marker on the scale to 
35 and dictate just the word, “one.” Then 
mark the position with C button and re- 
lease to zero. Go back to the mark and 
you will pick up the single word, “one.” 
Consequently, changes and insertions on 
letters can be found more quickly on the 
TN-5 Rex Recorder's transcriber, and the 
speed and efficiency with which it is done 
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The TN-5 Rex 
For More In- 


saves time and money. 
Recorder retails for $295. 
formation Circle No. 212. 


KEY CONTROL SYSTEM 


Saxton Barrett Co., 2251 Lincoln Ave., 
Altadena 57, Calif., makes ColorCap key 
control systems for use with from five 
to 99,900 keys. Pliable caps in ten colors 
fit every type of lever and cylinder lock 
keys. The ColorCaps have removable 
labels and are housed in cabinets that in- 
clude hooks adaptable to, keys of any 
shape or size. ColorCaps in ten colors are 
impervious to heat and moisture. Standard 


annAan es 
seeee® a nrann 
i a a oe 
ye en 
mn A 


labels are white, but colored labels are 
available. Each ColorCap has a_beak- 
shaped indicator to show the top edge of 
the key for insertion into the lock. Key 
cabinets for the ColorCap system are 
heavy-gauge steel and can be hung on a 
wall or built into it. The adjustable key 
hooks with their index frames can be 
clipped into position depending on the size 
and shape of each key. Each hook takes 
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two keys to provide for spares. Cabinet 
contains a visible key index typed on strips 
supplied in perforated sheets. In addition, 
the system includes key location cards to 
hang on hooks from which keys have been 
taken and act as receipts for each key in 
use. For More Information Circle No. 
202. 


AUTOMATIC TYPEWRITER 

Friden, Inc., San Leandro, Calif., makes 
the Flexowriter President SFD automatic 
writing machine, designed to give the dis- 
tinctive appearance of proportionally 
spaced type with the convenience and sav- 
ings of automatic writing. One keyboard- 
ing of a letter or document punches a 
coded paper tape and a visible copy of the 
writing. Mistakes can be deleted as typ- 
ing is accomplished through simple code 
correction in the tape from the keyboard. 


Tape can then automatically produce as 
many error-free copies as needed at 100 
words per minute. Codes can be included, 
when tape is punched, to stop during auto- 
matic typing for manual insertion of per- 
sonal and other variable information. An 


inside address, salutation, amount, name 
or a paragraph can be added. Or, with an 
auxiliary tape reader connected without 
altering the Fiexowriter, such information 
can be supplied automatically without op- 
erator intervention. Either method creates 
the individually typed appearance im- 
portant to executive correspondence. Dur- 
ing automatic writing, all or any part of 
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what is typed can be captured in tape 
for other purposes. For instance, names 
and addresses can be selected to write 
envelopes automatically. The Flexowriter 
President is also suited for preparation 
of direct image masters. Carbon ribbon 
attachment, standard on every President, 
helps produce sharper, neater copies and 
longer runs. Although the unit was created 
primarily for letters and master prepara- 
tion, it can be used for promotional re- 
leases, radio scripts, policies, contracts, 
menus, bulletins, proposals, directories, 
etc. Tape punch and reader are standard 
equipment and models which will handle 
edge-punched cards and tabulating cards 
are also available. Choice of proportional 
type styles in either 1/32” or 1/36” escape- 
ment. The double case keyboard is stand- 
ard, as is the input connector for any 
Friden auxiliary reading unit. For More 
Information Circle No. 148. 


FOLDING CHAIR 
Virco Mfg. Corp., Dept. O-4, Box 
44846, Station H, Los Angeles, Calif., 
makes the low-priced No. 133 Champion 


folding chair of stronger Vircoloy steel. 
Chair is designed for “can’t-tip” safety. It 
has tubular steel frame and three steel leg 
braces with the all-metal parts welded 
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and brazed. Rustproofed and finished in 
choice of suntan or gray baked enamel 
with long wearing plastic leg tips. The 
chair is free of scratching and tearing 
hazards; can be folded with one hand. It 
weighs 912 lbs. For More Information 
Circle No. 109. 


SMALL 
WATERCOOLER 


Arrowhead & Pur- 

itas Waters, Inc., 

1566 E. Washington 

Blvd., Angeles 

21, Calif., introduces 

the Arrowhead elec- 

tric watercooler that 

can be leased to of- 

fices for $2.90 a 

month. It operates 

on the absorption 

principle of 

trical refrigeration 

which effects the 

substantial reduction 

in its price. The 

product was. de- 

veloped and tested for four years in col- 

laboration with Del Mfg. Co. Del's engi- 

neers spent several months in Europe 

studying the production and use of small 

absorption-type refrigeration units which 

are popular there. The cooler occupies 

less than 1 sq. ft. of floor space and stands 

3934” high. It weighs only 37 Ibs., has 

no moving parts and is silent in operation. 

It cools to 50° F. approximately a half- 

gallon of water per hour, sufficient for a 

staff of five people or less. For More 
Information Circle No. 200. 


Los 


elec- 


CARBONLESS COPY PAPER 


Old Town Corp., 750 Pacific St., Brook- 
lyn 38, N. Y., announces Copy-Magic pa- 


per for making copies without the use of 


carbon paper. Because of Copy-Magic’s 
special coating, up to ten copies can be 
obtained using an electric typewriter and 
up to six copies with a ballpen or its 
equivalent. Copy-Magic eliminates the 


need for carbon paper. Merely insert as 
many sheets of paper under the original, 
as copies you desire, and write, type, print 
or draw. The pressure produces a sharp, 
black image. Copy-Magic is said to be 
clean and non-smudging and produces an 
indelible record. Any erasures are detect- 
able. Besides its use as second sheets for 
correspondence, Copy-Magic is used in 
vari-colored multiple printed forms, tally 
rolls, Teletype rolls and proof sheets. 
Boxed in reams of 842” x 11” or 8%” x 
14” in three colors: yellow, green and 
pink. For More Information Circle No. 
191. 


ELECTRIC STAPLER 


Staplex Co., 775 Fifth Ave., Brooklyn 
32, N. Y., makes an automatic 
stapler that may now be obtained in a 
variety of colors to accent office decor: 
suntan, mist green, dust blue, marine gray, 
coraltone and black. Operated by a spe- 


electric 


solenoid and activating mechanism 
triggered by insertion of the material to 
be stapled, the Staplex S-54 is completely 
automatic. There is no timing cycle so 
that the operator may work at his 
speed. The machine can staple up to 25 
sheets at a time with a depth adjustment 
up to 414”. It may be loaded with stand 


own 
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Also available in 
For More Information 


ard staples in seconds. 
standard gray. 
Circle No. 124. 


OFFSET PLATEMAKER 


Nuare Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill., announces the FT-18 Flip-Top 
platemaker designed for small offset plates 
and duplicating masters. As in all Flip-Top 
platemakers, the vacuum frame is on top 
and flips over to face the powerful carbon 


arc lamp built into the base. Because of its 
simplicity and compactness, it is ideal for 
office and in-plant platemaking depart- 
ments. Available in two models: FT-18A 
with automatic arc control, $345; and FT- 
18 with manual arc control, $295. Other 
Flip-tops are available up to 50” x 62”. 
For Bulletin N-500-0, Circle No. 204. 


ADDRESSING KIT 

Scriptomatic, Inc., 1101 Vine Street, 
Philadelphia 7, Pa., offers the new Scripto- 
matic Model 4 Hand Addressing Kit 
which saves hours in addressing frequently 
recurring lists of ten to 100 or more names. 

Kit includes a Scriptomatic Model 4 
Hand Addresser, 3” x 5” master cards and 
a supply of carbon hinges. Name, ad- 
dress or other data are typed on each 
card with the carbon hinge on the reverse 
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side. Ballpen may be used if desired. One 
writing gives an easy-to-read, easy-to-file 
master, good for a couple of hundred 
impressions; more than the average list 
gets in several years. The barrel of the 
Scriptomatic Hand Addresser holds spirit 
duplicating fluid which moistens a wick 
in the head of the addresser. Addressing 
is done by a stroke of the moistened wick 
across the surface to be addressed. The 


master card is placed on the moistened 


‘area and a light roller pressure transfers 


the data from the carbon deposit. A con- 
venient thumb control regulates flow of 
fluid to any degree desired. Almost any 
type of record card may be used for a 
master, including punched cards, giving 
user complete list handling flexibility as 
well as extreme economy in cost of 
masters, ease of preparation and reduced 
filing space. Kit lists at $32.90 with 25 
cards and carbons. For More Information 
Circle No. 164. 


MICROFILM ENLARGING 


Andrews Paper & Chemical Co., Box 
$28, Great Neck, N.Y., announces that 
Bauchet & Cie, manufacturers of photo- 
graphic and diazotype materials in France, 


has perfected the Rollacopy silver photo- 
graphic stabilization process for the fast 
and inexpensive production of readable 
and reproducible enlarged prints from 
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microfilm with the high resolution of silver 
photography for quantity production as 
well as for single prints. Rollacopy paper 
can be printed in any overhead microfilm 
reader. No darkroom is required. Ex- 
posure times are between one and 30 
seconds. An inexpensive developing unit 
takes care of development and stabilization 
of prints in about ten seconds. Rollacopy 
paper is available on opaque and trans- 
lucent base stock. Due to the high reprint 
opacity of the silver image, prints make 
excellent originals for reprints by diazo or 
blueprint processes. For More Information 
Circle No. 150. 


ELECTRIC ERASER 

Metal Specialties Mfg. Co., 1971 N. 
Cornell Ave., Melrose Park. Ill... intro- 
duces the Presto 80 Electric Typewriter 
Eraser, employing a flexible shaft mounted 
with a pencil slim erasing unit which per- 
mits erasure of the smallest letter without 
a typing shield. High speed rotation of 


a 4%” diameter, self-pointing eraser. with- 
out application of the usual pressure asso- 
ciated with erasing, eliminates smudging 
carbon copies and the use of slipsheets. 
Self-contained, rotating brushes continu- 
ously clean the erasing surface, erasing 
in a fraction of the time. Rubber erasers 
are 3'2” long and supplied in three differ- 
ent grades for use on tracings or drawings 
in pencil, ink or ball pen, as well as mas- 
ters, negatives or plates for various types 
of reproduction equipment. Supplied with 
the unit are two types of shaft mounted 
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for neat, 
For More 


brushes which can be inserted 
non-solvent cleaning of type. 
Information Circle No. 113. 


MICROFILM SPLICER 


Recordak Corp., 415 Madison Ave., New 
York 17, N. Y., offers an inexpensive, easy- 
to-operate Presstape splicer for use with 
16mm microfilm. With its method of ap- 


plying clear tape, the unit is expected to 


provide a virtually foolproof method of 
revising, repairing or consolidating micro- 
film records. The tape used to join the 
splice is packaged so that the operator 
does not touch the face of the film to 
complete the operation. For More In- 
formation Circle No. 137. 


DRAFTING TAPE DISPENSER 

Chart-Pak, Inc., 373 River Road, Leeds, 
Mass., has developed the Tape-Saver Dis- 
penser for its entire line of precision-slit, 


pressure-sensitive tapes. All Chart-Pak 
charting and drafting tapes, ranging in 
width from 1/64” to 2”, will be individ- 
ually packaged in these dispensers at no 
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THERE IS 

only LE WAY 
TO HANDLE - 
TRAVEL REIMBURSEMENT... 


Since 1894 The Traveletter System has provided leading companies of 
America with a unique plan for reimbursing travelers*. . . with inhefent 
controls and savings found in no other system. 





When considering any method of reimbursing travelers you 
should consider these five points: 


Does the plan have controls to protect your company against 
unwarranted withdrawal of company funds? 


traveletter does ! 


Does the plan have nation wide acceptance by hotels and 
motor courts? 


traveletter does ! 


Does the plan offer a national stop-payment feature? 


troveletter does ! 


Does the plan establish a specific weekly limit the traveler 
cannot exceed? 


troveletter does ! 


Does the plan have a letter of authorization to control with- 
drawals for reimbursement—and which must be presented 
when withdrawals are made? 


traveletter does ! 


If the systems under consideration, or the one now in use, do not meet 
any one of the above qualifications, you should investigate The 
Traveletter System immediately. 


Traveletter 


Descriptive Brochure on Request . + Modern System for Handling aud 
“'Traveletter”’ Reg. U.S. Pat. Off. Controlling Travel Expenses Since 1894 


TRAVELETTER CORPORATION e GREENWICH 3, CONNECTICUT 


For More Information Circle No. 293 





extra cost. The Tape-Saver Dispenser 
protects tape from dust, dirt, ashes, etc. 
The rigid sides prevent crushing. Storing 
is easier because the flat sides allow stack- 
ing. In addition, a punch-out center sec- 
tion provides for spindle storing. The 
dispenser makes application of the tape 
easier and more accurate. The tape’s 
end is always accessible. Tapes can be 
identified at a glance through the clear 
plastic sides and by an identifying strip 
in the center. Sides can be snapped apart 
to remove tape for use in Chart-Pak Tape- 
Pen and then replaced in the Tape-Saver 
Dispenser. For More Information Circle 
No. 209. 


TELETYPEWRITER 


Telautograph Corp., 8700 Bellanca Ave., 
Los Angeles 45, Calif., has announced 
the Olivetti T2PN Printing Reperforator 
which will produce a printed message on 
a standard 11/16” punched tape fully com- 
patible with electronic readers and _ inte- 
grated data processing systems. The ma- 
chine is now in stock at the Los Angeles 
factory and available for immediate de- 





Sant ate AF ct 


livery. This is a full-capacity teletype- 
writer. In both sending and receiving 
messages, it prepares a conventional, fully- 
perforated, 11/16”, five-channel tape. At 
the same time, it prints a typewritten mes- 
sage between the feed holes of the tape. 
This position of the printed message offers 
two major advantages. Tapes produced 
are printed and perforated media com- 
patible with optical or electronic tape 


readers. The printed and perforated tapes 
can be stored in filing systems now used 
only for uninterpreted tapes (tapes from 
existing reperforators pose a storage prob- 
lem, eliminated with the T2PN). The 
T2PN is said to be the only printing per- 
forator with direct keyboard operation; 
fully compatible with existing teletype- 
writer circuits and machines (it can be 
delivered for 60 or 75 wpm operation). 
Almost 20 different keyboard options are 
available, including four-bank configura- 
tions. The T2PN is approximately the 
same size and weight as an electric type- 
writer. Two variations are available — 
T2PR, an on-line machine for receiving 
only; T2PL for off-line use in tape prepa- 
ration. The T2PN rents for $37 per 
month, sells for $1900. The T2PR costs 
$30 per month or $1555. The T2PL is 
$25 per month or $1260. For More In- 
formation Circle No. 142. 


WIRING SYSTEMS 


Electriduct Div., Ideas, Inc., 214 Ivin- 
son Ave., Laramie, Wyo., offers complete 
over-the-floor wiring systems fabricated to 
your particular needs. All you have to do 

















is submit a sketch showing where outlets 
are needed and the manufacturer will build 
a complete Custom Electriduct system 
ready for you to place on the floor and 
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Microfilm mile-long, yard-wide records... 


FAST! 


You capture any image in one continuous 
exposure when you feed your records to 
the 42” Photostat® microfilm camera. This 
versatile camera takes document widths up 
to 42”, and any length at all. 

And you microfilm fast. You have a rapid 
choice of reduction ratios. Your actual re- 
cording goes at a speedy 40 feet per minute. 


Get 3 machines in 1. It's an enlarger, too. 
Put the microfilm back in the camera and 
you can flow-project a sharp, exact repro- 
duction. Full- or half-size continuous en- 
largements are possible from 16mm and 
35mm _ microfilm. 


®Registered Trademark of Photostat Corporation 


The Photostat 42” microfilm camera is 
also a positive film printer. It makes as 
many positive rolls from your negative as 
you want. 

For a proof demonstration of how this 
camera can save you time, space, and 
money, contact your nearest Photostat Cor- 
poration sales and service office ... or 
write us. 


PHOTOSTAT CORPORATION MEANS ALL THESE... 
PROJECTION PHOTOCOPYING equipment and supplies 
OFFSET DUPLICATING equipment and supplies 
PROCEDURAL MICROFILMING equipment and supplies 
OFFICE COPYING equipment and supplies 


ee PHOTOSTAT CORPORATION 


ltek 


For More Information Circle No. 261 


THe Orrice—April, 1960 





BEST WAY TO JUDGE A DICTATING MACHINE 


Fidelity Makes The Difference 


400 secretaries, questioned by a leading maga- 
zine about dictating machines, listed fidelity as 
the most important feature they looked for in 
a machine. 


These experts know fidelity makes the difference 

.. to you when you're dictating or listening... 
to your secretary when she’s trying to catch 
every word you said for transcribing. Try the new 
Geloso StenOtape; you will be amazed at its 
fidelity. You'll hear yourself just as clearly as 
you spoke! 


“Ease of operation” was the second most wanted 
feature. Dictating to StenOtape is actually pleas- 
urable. An exclusive relaxed dictation system (no 
hand mike) takes down everything you say... 
even though you have papers in both hands, or 
walk about the room. Perfect for conferences, 
too. StenOtape registers up to 30 feet away, up 
to 2 hours on one reel of endlessly re-usable 
standard magnetic tape. 


StenOtape is compact, ready for instant travel 
anywhere in its convenient attache case. Weighs 
only 642 Ibs. Accurate, jamproof, trouble-free. 
Best of all, after fidelity and easy operation, is 
its versatility. StenOtape has dozens of uses: in 
the office, at home, on the road — for dictation, 


DICTATING-TRANSCRIBING MACHINE 
only $179.95 Incl. Fed. Tax 
FULL YEAR GUARANTEE 


conferences, sales reports, interviews, pnone 
talks, and more. So versatile, in fact, it’s fun 
to take home; it tapes and plays music, too! 


Yes, StenOtape fills the bill on all counts for 
secretaries who want the best, and businessmen 
who want more machine for less money. 
StenOtape, at only $179.95, tax included, saves 
you money when you buy it, both time and money 
as you use it. 


FREE! FACTS BOOK 


For complete information about all dictating 
equipment, read “The Facts About Dictating 
Machines.” This 16-page illustrated book — 
for the first time anywhere — tells all the im- 
portant features you should look for. Plus 50 
new ways to save time and money in any busi- 
ness. Send for your free copy today. Without 
obligation, of course. 


SSESCSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSHSSES ST SESESSESESEOES 


American Geloso Electronics, Inc., Dept. 51 


Company 
Address 


Zone State 


251 Park Avenue South, New York 10, N. Y. AL 4-2282 


Please RUSH, without obligation, new free 16-page 
illustrated book “The Facts About Dictating Machines’ 


GELOSO STENOTAPE 


For More Information Circle No. 





plug into a wall outlet. Safety engineers 
approve this nearly flat rubber encased 
wiring, since the danger of tripping over 
tangled extension cords is eliminated. 
Electriduct hugs the floor inconspicuously, 
is stumble-proof, and equipment on casters 
rolls over it easily. It also eliminates the 
high cost of tearing up the floor for in- 
stallation of permanent wiring. Straight 
standard lengths of this ready-to-plug-in 
extension cord are available in 4, 5, 6 and 
10 ft. lengths. For More Information 
Circle No. 211. j 


RUBBER STAMP SETS 
Stampak Sales Co., 255 Park Ave. 
South, New York 10, N. Y., offers Stam- 
pak self-inking rubber stamp sets which 
eliminate racks, trees and ink pads. Many 
different rubber stamps nest into one neat 
stack with index line on each fully. visible. 


Any stamp can be picked up and printed 
with one motion. Each rubber stamp can 
have up to six lines of copy. Standard 
stamps are available with the 60 single 
lines most commonly used in business and 
industry. Five different ink colors may be 
had in one Stampak unit for color coded 
impressions. Copy on any stamp may 
be changed without discarding entire unit. 
A basic unit comprising desk stand, date 
stamp and one stamp with any standard 
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Brand new! 
PAPER TRIMMER & 
CUTTER combined 
CUTS UP TO 50 
SHEETS IN ONE 
STROKE 


6 MODELS: 
1422” 28" 32” and 
28” and 32”(foot models) 


KUTRIMMER 
ALSO CUTS cardboard, fibreboard, 
foils, rubber, fabrics, leather, lino- 
leum, felt, thin plywood, thin soft 
metal and many similar materials. 


FOR EVERY BUSINESS: 
offices, plant, shipping, schools, 
banks, photography, and homes. 
See KUTRIMMER at your local 
dealer or write to 

MICHAEL LITH sales corp. 

147 West 45th Street, New York 36, N.Y. 


For More Information Circle No. 298 


COAT & HAT RACK 


Mirror-like Chrome 
i” tubular steel 





36” Double 
2 Shelf $16.45 
Single-Double-Triple Shelves 
Wall & Fioor Models 2’ to 6’ 
Attach on 16” stud centers. Immediate Delivery 


BEVCO-Precision Mfg. Co. %3! Chicago Ave. 


Evanston, tll. 


For More Information Circle No. 420 
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single line costs $3.60 complete. To this 
up to seven additional stamps can be 
added. For illustrated literature showing 
standard titles and prices for systems of 
any size, Circle No. 120. 


TYPE CLEANER 


Kleen-type, Inc., 44 East 53rd St., New 
York 22, N. Y., announces Kleen-type type 
cleaner for typewriters. The “magic 
strip” is backed with a special adhesive 
sheet which clings to the typewriter roller 
while the dirty typewriter keys type against 
the strip. In less than two minutes, the 


INVEST IN 
YOUR OWN 
FUTURE 


It costs only a 








few cents to buy 


A.W.FABER 
ERASERSTIK* 


The original grey eraser point 
—always best for erasing. 


—The most 





important 


working tool 


keys are clean and clear without using 
liquids, bother or brushes. The “magic 
strip” is discarded after each cleaning. A 
package of ten individual strips in a desk 
box retails for 39c. A dozen boxes are 
packed on each attention-getting 9” x 16” 
self-service, easel-backed card. 


for every 


secretary and 


office worker. 


7099B with brush 20c. 7099 
without brush 10c. Insist on 
the original and genuine 
EraserStik by registered 


display 
For More Information Circle No. 207. 


STATIC ELIMINATOR 


trade mark. 


SAPHIR Hand Sharpener 


works fike magic. Gives you 
the correct point on your 
EraserStik—then stops 
sharpening. If you use one, 
you need the other. Ask your 
Stationer. 


Portland Co., 58 Fore St., Portland, Me., 
makes the Chapman shockless Statomatic, 
a compact unit that removes static elec- 





AW. Faber GRASERSTIK Cal SERVICED U.S.A. 7099B 








R GRASERSTIK GL SERVICED U.s.a. 7099 


Shaped like 
a pencil, it 
sharpens like a 
pencil to any 
style point you 
; prefer—blunt, 
er-Castell medium or 
Pencil Co., Inc., Newark 3, N. J. slender. 
For More Information Circle No. 395 
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hat ¢ 
oe 
CUE. copyinggy 


Then get all the facts Mi, ‘opping & 
machines...see for yourself” 

can answer your problem icky, 
easily, economically. . 


Don‘t take our word forlifWatch 

Copycat do in less time—ig jyour own 

office—-more than any other machine 
; 


on the market! : 


MAIL THIS COUPON TODAY 


‘ 
1 
4 
i 
i 
! 
' 
i 
4 


® 


CORPORATION 
215 Park Ave., S., New York * ORegon 4-5582 


[_] Please send me more details on office copying. 


| Please have your representative tell me the 
whole story. 


Name 


Company 


Street 





el 


“— fn hE nL OE 
For More Information Circle No. 356 
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tricity from paper, plastics, textiles or other 
materials where static is bothersome in 
disrupting normal operations. Contact 
with the Statomatic’s inductor bar causes 
no uncomfortable sensation of electric 
shock. No harmful rays or gases are 
emitted by the unit. The equipment is 
used to improve quality, increase ‘produc- 
tion and reduce waste in the paper, print- 
ing, textile, plastics, laundry, rubber, 
leather and office equipment fields. For 
More Information Circle No. 213. 


AUTOMATIC MACHINES RIBBON 


Columbia Ribbon & Carbon Mfg. Co., 
Gien Cove, N. Y., announces development 
of the world’s longest business machine 
ribbon, stretching four times the height 
of New York’s Empire State Building. 
The 5500-ft. ribbon (220 ft. longer than 
a mile) is for use in automatic typing 
equipment such as the Justowriter. Made 
of a patented coated film base, the static- 
free ribbon is 5/16” wide mounted on a 
to protect it from 


1/8”-diameter spool 


distortion. It will be marketed by Colum- 
bia as part of its M-S50 line of ribbons 
which includes shorter lengths for use in 
other machines including electric type- 
writers. The new length and virtual un- 
breakability means that the machine can 
be left unattended. Another feature of 
the M-50, not found in conventional paper 
ribbons, is its adaptability to all type faces. 
The all-purpose M-50 will give a print-like 
image of type styles of from 8 to 14 pts. 
The ribbon is recommended for offset re- 
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production or any other duplicating proc- 
ess because of its writing qualities. For 
More Information Circle No. 208. 


RECORDING CAMERA 


Charles Bruning Co., Dept. 4-H, 1800 
Central Rd., Mount Prospect, Ill., dis- 
tributes the Copy-Cart portable recording 
camera made by Peerless Photo Products, 
Inc., to make sharp, clear photographic 
copies at extremely high speeds. It can be 
used for copying invoices and bills of 
lading for department stores and mer- 
chandising firms; waybills and manifests 


for steamship lines, railways, trucking 
companies and airlines; policy records and 
other documents for insurance companies; 
and checks deposited in bank lock box 
systems. Copy-Cart can copy about 1200 
check-size documents in one hour at a 
cost of only 1'2c each, or 450 letter-size 
originals per hour at a cost of 44%c a copy. 
The desk-high Copy-Cart cabinet is 
mounted on casters so that it can be 
moved easily about the office. No water 
supply is necessary. Low-cost rapid re- 
production is made possible by _ incor- 
porating both a continuous flow reducing 
camera and an automatic processor in a 
single cabinet. No separate darkroom fa- 
cilities are required. Documents to be 
copied are simply dropped into the unit’s 
9” wide throat. They pass under the re- 
cording camera and are photographed, 
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REG. U.S. PAT. OFF. 


SCOTCH BRAND 


Dusting Fabric 
No. 550 


Free offer 


on next page 


Look: it’s the amazing new 


disposable dust cloth you buy by the roll! 


For More Information Circie No. 304 





ANDS STAY CLEAN! There’s no 
need to handle oily, dirty dust 
rags. Just tear off a clean sheet 


of “ScoTcH’”’ BRAND Dusting Fabric, use 
it over and over, then throw it away! 


AN’T SCRATCH the most delicate 
‘? surfaces! ‘““SCOTCH’’ BRAND’s non- 
woven fabric is specially treated 

to leave no lint, no oily dust-catching 
film. Hundreds of tiny dust traps catch 


dust and hold it instead of scattering it! 


EW *“*WONDER FABRIC” is soft 

| \ and pleasant to touch. But it’s 

also surprisingly tough, resilient 

—and reusable. The big No. 550 roll 

of “ScotcH’”’ BRAND Dusting Fabric 

is perforated to give you 60 generous 

dust cloths for just $1.98. It’s the 
thrifty, clean way to dust! 


Free sample... write now! 


For More Information Circle No. 304 


3M Company, Dept. ©BC- 

St. Paul 6, Minnesota. 

Please send me my free 12” x 18” trial sample 

of your amazing new “SCOTCH’’ BRAND Dust- 

ing Fabric No. 550. , 


“SCOTCH" and the plaid design are registered 
trademarks of 3M Co., St. Paul 6, Minnesota. 


NAME... 


GOMPANY....5...% 
>>, 


se Miiwnesora td 
ADDRESS tees ; Mieine ano c 3M Y 


Sr 
. y GE oe Pier. Se Ate... Maaevracrurine COMPANY 





WHERE RESEARCH IS THE KEY TO TOMORROW 





and originals are returned to a tray in 
front in the same order they were fed in. 
Photocopies are made on a continuous 
roll of photosensitized paper at a speed 
synchronized with the speed at which doc- 
uments are fed. Developed and dried in- 
side the unit in seconds, photocopies may 
be either wound on a roll or automatically 
cut to desired length and piled in order. 
Rolls of paper up to 350 ft. long may be 
used. The Copy-Cart photographs pa- 
pers up to 8%” wide and nearly any 
length. Documents can be reduced to 
70% of the original size. The camera 
may be set to produce copies of only one 
length. It also adjusts automatically to 
copy a series of documents of different 
lengths. Interval between photocopies 
can be varied. Will reproduce all or part 
of a multipage document without it be- 
ing taken apart; material is simply folded 


THE 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 

U. S. Govt. 
STURDY & DURABLE 
Choice selected 144” 
hardwood. Sloping shelves 
angled for title reading, 
doweled and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smoothly 

with a full load. 
Walnut Finish or 
Natural Wood Finish 
32” long, 13” deep, 


31” high. 
14” between shelves 


tt. 


to the desired page and fed into the ma- 
chine. For More Information Circle No. 
194, 


DISPOSABLE OFFSET ROLLERS 


Van Son Holland Ink Corp. of Amer- 
ica, Mineola, N. Y., announces Thro-Way, 
a complete ready-to-use molleton roller 
priced so that it can be thrown away after 
it has outlived its usefulness. Cores are 
made of precision-turned maple over 
which is mounted a layer of heavy molle- 
ton. Both ductor and form rollers are 
made in sizes for most offset duplicator 
presses, in Van Son’s new modern plant. 
The manufacturer lists the following ad- 
vantages: no dry-outs at the edges of the 
plate, quicker than installing slipon covers 
and smoother running because there are 
no seams or bumps. For More Informa- 
tion Circle No. 186. 


ATTENTION 
It’s here—a mobile office 
unit—New, Functional. 

oooltrolls ooo 


mM & 


F.O.B. Factory i 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of The Grolier 
Society, Inc. Publishers of s 

lhe Book of Knowledge and 

Encyclopedia Americana. 


CATSKILL CRAFTSMEN, INC. 


Crolier Buidling 
575 Lexington Ave., New York 22, N. Y. 


For More Information Circle No. 370 
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“Columbia chairs 
make 
good barber chairs 


... but my daddy says they’re 
the very best for his office” 
Send for catalog and names of 
authorized dealers near you. 
COLUMBIA-HALLOWELL 
Division 


Sps 


JENKINTOWN 88, PA. or 
SPS WESTERN, SANTA ANA, CAL. 
For More Information Circle No. 434 











Guard 
Against 
TELEPHONE. 
GERMS 


Toa 
use Vz 


LY 


STERIPHONE 


-—A special formula germicide that 
disinfects and deodorizes. Keeps 
telephone mouthpieces clean and 
* sanitary. 


STERIPHONE costs only pennies... 
gives priceless protection. One easy 
swab disinfects, leaving sanitary pro- 
tective film on telephone mouthpiece. 


6 oz. 1.10 © 8 oz. 1.40 + 16 oz. 2.35 


at stationery and department stores, 
or order direct: 


STERIPHONE., vest. 0 


103 Park Ave., New York 17, N.Y. 











For More Information Circle No. 433 
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PAPER TAPE READER 


Remington Rand Div., Sperry Rand 
Corp., 315 Park Ave. South, New York 
10, N.Y., announces that punched paper 
tape, flowing out of tape-punching type- 
writers, wire communications and _ retail 
store accounting machines, can be fed di- 
rectly into Univac 60 and 120 electronic 
computers. Designed to accelerate the 
workflow of corporation accounting pro- 
cedures, the Univac Paper Tape Reader 
eliminates the necessity for tape-to-card 
conversion and permits up to 8800 char- 


acters a minute of data to be fed directly 
into the computer. The Univac 60 and 
120 computers, which perform 360,000 
verified additions or subtractions per hour, 
can accept data from either tabulating 
cards or paper tape, or from both at the 
same time. The final processed data is 
punched onto cards. Data received by wire 
communication from company plants and 
branches: gathered for accounts receivable 
or payable from tapes prepared as by- 
products of billing operation; prepared at 
bank window posting machines; or pro- 
duced by retail store cash registers or 
recorders, can be speedily and economic- 
ally processed. The reader rents for $600 
a month or may be purchased for $35,120. 
For More Information Circle No. 156. 


MAGNETIC TYPE 


American Type Founders Co., 200 EIl- 
mora Ave., Elizabeth, N. J., makes com- 
plete fonts of E-13B type for magnetic 
ink character recognition machines in bank 
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© EXPANDS FILING SPACE 
© SPEEDS WORK © LOWERS COSTS 
© EASY TO INSTALL © SAFE TO USE 


Tract-A-FILE adds to filing capacity —subtracts from filing 
time —often pays for itself in first year. Volume storage simpli- 
fied. Uses “home” (hanging type) folders or your present 
folders and movable followers. Single row of stationary 
TractT-A-FILE cabinets (in letter, legal, and special-sized 
models) supports up to two rows of easy-to-move cabinets in 
front by means of overhead rails. No wall or ceiling suspension. 
Separate cabinets formed as desired by stacking 3- or 4-shelf 
units. Send for detailed Bulletin. Sales territories available. 


116 So. SEVENTH STREET 
PRODUCT OF CLIVSeY - 
p COMPANY PHILA. 6, PA. (MArket 7-0879) 


For More Information Circle No. 246 
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7 GRADES give you 


a wide selection of business papers 
for all office requirements --- 


BOND 


—~ 


BR -DUPLICATOR 
MATL > MANIFOLD 
BUSINESS PAPERS MIMEO 
OFFSET 
oy 7Kel el: 
VELLUM 


ONE BEST PAPER 
fr the fob! 


From the 7 Grades of the MACKINAC line you are able to 
select the best paper to fit the machine or process you are 
using. Each grade of MACKINAC paper is specifically 
designed for the job or process. Precision cut to sizes 
842"x11" and 82”x14". New MACKINAC VELLUM is avail- 
able in White 40#, 50# and 60#. All other MACKINAC 
grades are made in White and 6 bright colors. 


FLETCHER 





~ 


PAPER COMPANY 
Sales Offices: 20 North Wacker © Chicago 6, Illinois 





Booklet showing uses of 

complete line of papers 

sent on request. Mill at Alpena, Michigan 
For More Information Circle No. 312 
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check work. The type has been officially 
approved for quality and accuracy by the 
Committee for Type Design of the Office 
Equipment Manufacturers Institute. It is 
cast under controlled conditions, carefully 
inspected and guaranteed accurate in every 


respect, regardless of when it was cast. 
E-13B type comes on 10 pt. body and its 
basic stroke weight is a specified .010”. 
(The complete font is not shown above.) 
There are 14 different characters: ten fig- 
ures and four symbols. Because of. its 


IDEA 


QUIETS VELETYPES 50% 


<% 


fiber glass Acoustinet 


Gates Acoustinet has developed a new acoustical 
device using molded fiber glass weighing only 28 
Ibs. This newly styled portable acoustinet out- 


(M1, 


weighs 28 Ibs. 


modes any other acoustical technique previously 
used with teletype. machines. No installation is 
required. The Gates Acoustinet simply rests on 
the teletype stand and is held in place by natural 
tension created by the unique application of the 
fiber glass. 

Piercing sound waves which heretofore could not 
be controlled are now deflected back into the 


COUS TINET INC-4-4-4—machine by a clear-view vision shield which also 


S$ BLOG SHERIDAN ORIVE 


ONAWANDA. N.Y 


permits complete access to keyboard and punch. 
Now teletype machines can operate continuously 
without ever disturbing office personnel. 


For More Information Circle No. 436 
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You Get Things Done With 
Boardmaster Visual Control 


x Gives Graphic Picture of Your Operations 
—Spotlighted by Color 
Facts at a glance — Saves Time, Saves 
Money, Prevents Errors 
Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 
Made of Metal. Compact and Attractive. 
Over 500,000 in Use 


Complete price $4g5o including cards 


FREE 


Write for Your Copy Today 


GRAPHIC SYSTEMS 


Yanceyville, North Carolina 
For More Information Circle No. 374 


Traffic, 


Inventory, 


24-PAGE BOOKLET NO. F-400 
Without Obligation 





eit FOLDS 

*IiT SCORES 

°eIiT CAN SLIT 
or PERFORATE 


WITH or WITHOUT 


For More Information Circle No. 375 
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extremely low cost, non-distribution of the 
type after use is practical and economical. 
For More Information Circle No. 122. 


BANDER-PADDER 


Super Speed Printing Machinery, Inc., 
742 S. Sherman St., Chicago §, IIl., intro- 
duces a portable bander that also serves 
as a padder. The Super Speed Band-it 
is a heavy duty bander that is easily op- 
erated. Its rubber legs stabilize the unit, 
and prevent it from rocking or walking, 
allowing freedom of both hands. Made 


of heavy gauge steel, it is guaranteed not 
to crack or warp. When operator stands 
the unit on its end base, Band-it becomes 
a portable padder, without any adjust- 
ments. Operating handle, equipped with 
a rubber safety grip, gives more leverage 
in both banding and padding positions. 


_Setscrew knobs, for fingertip control, are 


easily accessible and put an end to scraped 
knuckles. For More Information Circle 
No. 147. 


PENCIL SHARPENER MOUNT 

Joseph Dixon Crucible Co., Jersey City 
3, N. Y., offers the Any-Mount attachment 
for mounting the Dixon Enduro No. 20 
pencil sharpener on glass, stone and metal 
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STAPLEX MODEL $-54 — heavy duty model for continuous 
use. Full year guarantee. Staples up to 25 sheets. 
Depth adjustment to 4%” 


STAPLEX MODEL $-S4H — Staples up to 35 sheets. . . $99.50 
Other models available with up to 9%” depth adjust- 
ment. The right size to solve any problem. 

Prices f.0.b. Brooklyn, N. ¥ 


STAPLEX-the only automatic stapler 


guaranteed for a full year!* 


Use it all day...every day...for 365 days. If it quits, we'll fix it free! 


Why is Staplex the only automatic electric 
stapler with a full year guarantee? Be- 
cause only Staplex is so ruggedly built that 
it can work around the clock without break- 
downs. Thousands of machines all over the 
country have been proving it for years. 
The Model S-54 Staplex automatically 
staples up to 25 sheets of regular station- 
ery many times faster than by hand and 
with one-tenth the effort. Staplex won’t 
skip, repeat or jam. Loads easily from the 


* When used with 
Staplex staples 


NEW SECRETARIAL MODEL S-88 
Especially made for offices where 
stapling is not continuous. Staples 
10-12 sheets. Same exclusive sole- 
noid operation. Standard 90-day 
guarantee only $59.95 

f.0.b. Brooklyn, N, Y. 


Please deliver o Stopiex Model $-54 [] NAME 
or $-88 () (check one).- I'll use it for ten 
doys, then tell you if | want to keep it. | snnpece 
understond there's no obligation to buy, 
nothing for me to poy if | don’t want it, 


© Send me further information on 


—________ [specify model) ZONE STATE 





front in seconds. Leaves both hands free 
to handle the work. 

No training necessary. No internal 
motors (an exclusive solenoid does all the 
work). Girls can staple for hours without 
fatigue. And Staplex is remarkably quiet. 

Whatever your stapling costs now, 
Staplex can lower them. Free employees 
for other work. Boost morale by taking the 
drudgery out of stapling. 

Prove it yourself. We’ll place a Staplex 
in your office or plant for a ten-day free 
trial. No obligation. Send the coupon today. 


ecccceccescoes FREE TEN-DAY TRIAL OFFER SCoocccccoooooce 
THE <Sfaplex COMPANY 775 Fifth Avenue, Brooklyn 32, New York 








city 








> 
& 
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SUCCESSOR TO 
CARBON PAPER 
RIBBON 


@eWONDERFULLY clean, sharp impression for 
executive-calibre typing, litho-masters, photo-copy 
and xerography 

e@ TIME SAVING: gummed leader ends for automatic 
new-roll threading. Keeps hands clean! 

e@ TOUGH: polyester film—remarkable tensile strength! 
No mid-spool breaks, repairs, rethreading 

eTHIN: 1150 feet per 4” roll...generally more than 
twice the length of paper rolls. Change HALF as often! 

e@ ECONOMICAL: 3 tapes, Tria! Order... $5.00 ppd 

1 doz. tapes... $18.50 ppd 
1 gross tapes. ..$17.00 per doz., ppd 
TYPES LIKE PRINTING 
For: IBM, new model Underwood Electric, R.C. Allen, 
Smith-Corona, Royal (Specify machinewhen ordering.) 


BEST INDUSTRIES, INC. 
1406 Ponce de Leon Blvd. «+ Coral Gables, Fla. 
For More Information Circle No. 414 


One girl addresses more than 
2,000 media daily with this 
uniquely effective hand size 
machine. 

Put addresses or short mes- 
sages on envelopes, labels, 
statements, postal cards, litera- 


ture, etc, 
Price $22.50 


ha eed 


Thousands in use coast to 
coast by stores, restaurants, 
independent businessmen, 
salesmen and others with 
addressing jobs to do. 


Send for literature to 


ViSIrecord Inc. 
375 Park Ave., New York 22, N.Y. 
For More Information Circle No. 415 


i — 


Bedinghaus 


Business Forms 


COMPANY 








GA 1-7111 


treet 
333 West Court - Telefax FBD 


Cincinnati 2, Oho 








formerly Modern Business Forms Mfg. Co. 
Tabulating and snap-apart sets litho'd 
on Carbon Interleaved or NCR paper. 
Write for new price lists. 
For More Information Circle No. 416 
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surfaces. The precision machined metal 
plate is held to the surface by a bonding 
agent. Since the only wood left in many 
new buildings and schools is in the wooden 
pencil itself, drilling holes need not frus- 
trate installation of a pencil sharpener, 
according to Dixon. Placement of sev- 


| eral Any-Mount bases at strategic spots 


provides additional pencil sharpener mo- 
bility. The Ticonderoga Pencil Div. of 
Dixon also has announced improvements 
in the No. 20 Enduro. A push-button clasp 
on the transparent receptacle prevents ac- 
cidentally detaching it, and _precision- 
honed cutters may now be replaced as a 
unit. For More Information Circle No. 
104. 


VERTICAL CONVEYOR 


Standard Conveyor Co., North St. Paul 
| 9, Minn., makes the Standard Recordlift, 
an automatic vertical conveyor system for 
delivering mail, paperwork and office sup- 
plies to any floor in a multistory building 


STANDARD 


recordlift 


tow ompiotely owtormat: venen! 
One YING 17 R am welvwy mn wary 
Bantwear prebimen 


It is easier to Operate than an elevator: 
merely press a button to select a floor. 
Automatic load and unload stations afford 
full operator safety. Excessive traffic is 
automatically handled because containers 
recirculate until the desired unloading 
station is clear. Automatic signal (chime, 
gong or light) advises of an overload con- 
dition. This releases personnel from re- 
dispatching duties. Any floor may be the 
master station with key switches to start 
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“WHAT! Just $99 for a calculating machine? 





“wae ee oe oe 
 eenneencnentnamec seen 


eveoovevees 7 5@ 


All the famous Odhner features are here for only $99! Compact 
design, light and sturdy precision-crafted Swedish steel, and best of 
all . . . ease of operation. Designed for simplicity, the compact 
hand-operated machine, Model 227, performs all calculating 
functions, from the simplest to the most complicated, such as 
simultaneous multiplication and square roots. Outstanding feature 
of the machine is a “back transfer’’, time saving device, which 
makes it possible to perform repeated (chain) multiplications, 
such as simple and complex discounting calculations. 

Sure as one plus one equals two . . . this $99 Odhner Portable 
is the perfect calculating machine for everyone who makes it 
their business. See the Yellow Pages for your nearest 


FAC IT Odhner dealer, or write: 


404 Park Avenue South, New York 16, or 
INC. 235 Montgomery Street, San Francisco, Calif 
For More Information Circle No. 330 
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Small Investment— 
Big Dividends in 
OP 


~ 
sb 


SORTKWIK ° 
The Modern Aid to Handle Papers Faster 


Old-fashioned rubber fingers or messy 
sponges handicap finger dexterity where 
it counts the most—operating your auto- 
mated office machines. 

With Sortkwik Operator picks up 
papers as fast as dexterity permits. Just 
a touch on fingertips creates a greaseless, 
stainless, tacky film . . . makes it easy to 
pick up papers of all kinds. Even new 
currency, smooth-finish papers, index 
cards, NCR paper are a cinch to handle 
with SoRTKWIK. 

Wherever paper handling is a problem, 
you'll find that SorTKwIK helps do the 
job faster, more conveniently. Thou- 
sands of businesses have been using this 
handy fingertip preparation for years as 
a staple office supply item. 

Why not try it in your office and find 
out how clerical production goes up while 
clerical costs go down? 


ONLY 50¢ EACH AT YOUR STATIONERS 


or mail coupon direct to 
| LEE PRODUCTS COMPANY | 
| DEPT. 0-4, 2736 Lyndale Ave. So., Mpls. 8, Minn. 


(_J Please send me 2 regular size containers 
for $1.00 postpaid. 


l Nome 














For More Information Circle No. 366 


} any 


ERATOR 5‘ atataaal | 





system at beginning of day and clear 
containers in transit at day’s end. Station 
units are preassembled and prewired (no 
interfloor wiring) allowing expansion at 
time to service additional floors. 
Mechanism is completely enclosed either 
inside or outside shaftway.  Recordlift 


| containers come in several styles and sizes. 


For an illustrated brochure describing 


| uses of Recordlift systems in offices, Circle 
| No. 119. 


PRINTING CALCULATOR 


Addo-x, Inc., 300 Park Ave., New York 
22, N. Y., announces an improvement on 
its 3541E printing calculator which now 
comes equipped with constant feature, new 
digit indicator and improved correction 
bar. There is no increase in price ($595 
list including FET) on this model which 
has Grand Total feature, negative multi- 
plication, push-button short-cut multiplica- 
tion, decimal point indicator and credit 


balance, among other features. With the 
constant feature, the Addo-x printing cal- 
culator has increased its usefulness in many 
specialized applications and is suitable for 
all kinds of invoice checking, calculation 
of discounts and percentages, calculation 


conversions, interest, 
duty and tax computations. The Model 
3541E is two machines in one: an effi- 
cient calculating machine as well as a du- 
plex adding machine with all the features 
of standard Addo-x Step-o-matic models. 
For More Information Circle No. 152. 


of areas, currency 
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Plain talk about machine dictation: 





“Our business is different... bet you 


don’t have a dictating machine for us 


No bet .. . with Edison there’s no need 
to gamble with compromise dictating 
equipment! In Edison Voicewriter’s com- 
plete line, there are models that are right 
for executives and staff, right for your 
type of business—whatever your busi- 


4d 
! 


Important, too, you deal with a nation- 
wide service organization, Edison Voice- 
writer, with over 70 years’ experience 
in business dictation. Write today for de- 
tails on Voicewriter equipment to match 
your dictation needs. Edison Voicewriter, 


ness may be! 


For your executives and “volume” 
correspondents . . . Voicewriter! 
The Voicewriter offers every 
convenience for busy executive 
or correspondent. Lets him 
“talk away” work just by tak- 
ing the mike. 


THe Orrice—April, 1960 


Dept. TO-4, West Orange, N. J. 


For your ‘“occasional’’ 
correspondents . . . Televoice! 
For companies where many in- 
dividuals require dictating facil- 
ities. Connects each toa central 
transcribing point through a 
handy dictating phone. 


For your man on the go... 
Midgetape! 
Use the palm-size Midgetape re- 
corder to record conversations 
... for verbal note taking... as 
a sales training tool! Battery 
operated. Weighs only 3 Ibs. 


Edison Voicewriter McG RAW? 


EDISON 4 


a product of Thomas A. Edison Industries, 
McGraw-Edison Company, West Orange, N. J. 
In Canada: 32 Front Street W., Toronto, Ontario 


For More Information Circle No. 357 





ae a Map occnass rns 
Duplisette 


the READY-MADE second 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 


obtain carbon copies! 
Available (letter size) — white and 5 colors 


ONE-WAY 


SPEED 
i MESSAGE 


2-part 





TWO-WAY 
SPEED 
REPLY 


; Carbon-interleaved 
-part 


TIME and EXPENSE-SAVING 
substitutes for needless, costly letter 
writing! Expedites instructions and 
compels immediate replies. Can be 
imprinted at nominal cost. 


STOCK 
FORMS 


Invoices 
Purchase 
Orders 
Bills of 
Lading 


Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


Neat - efficient 
lightweight holders 
for forms — with 
drawer for copies. 
Model CT-87 (2- 
compartment) only 
$4.50! Other models and sizes up to 
$7.40 — A MUST for the efficient desk! 
am 


FREE SAMPLES of all forms and catalog 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 
CANAL STREET NEW YORK 13,N.Y 

 ROhan Wen ee | 








For More Information Circle No. 401 
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DATA ANALYSIS SYSTEM 

Victor Adding Machine Co., 3900 N. 
Rockwell St., Chicago 18, IIl., announces 
Victor Class 100 high-speed, transistorized 
analysis systems with which automatic pro- 
graming now allows analysis of data in 
any chosen sequence. This optional fea- 
ture allows urgently needed information to 
be chosen for analyzation first. Undesired 
departments or accounts may be complete- 


’ ly omitted in the analysis. The number of 


the department or account to be scruti- 
nized is immediately transmitted to a sole- 
noid-activated Digit-Matic and printed on 


paper tape that is scanned at 1000 digits 
per second. Desired figures are accumu- 
lated and totaled by the electronic register. 
While this total is transmitted to the Digit- 
Matic for printing, the programer has 
automatically fed the number of the next 
department or account to be analyzed. 
The system brings data processing within 
the financial reach of medium-sized firms 
to prepare up-to-date reports on labor, 
sales, production, inventory and other de- 
tailed commercial applications. The Victor 


| Class 100 is powered by standard 110 AC 


voltage. No special wiring is required 
Price of the basic system is approximately 
$15,000. Delivery within 120 days of or- 
For More Information Circle No. 183. 
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Today, microfilm is an active partner to telephones 
and typewriters in modern offices and plants—and 
is just as busy. 

Wonderful things happen when your active files 


It "Ss time for are on microfilm. File space shrinks. Records and 
documents are standardized. Filing is faster. Refer- 

ence is easier. Efficiency goes up. Overhead goes down. 

man agement The only thing you need to make any microfilm 
file active—usable daily in your business—is a 


to take THERMO-FAX “Filmac’’ Reader-Printer. You 


read the film clearly on the big screen. When you 
| k want a print, you just touch a button and in seconds 
a new 00 you’ll have an enlarged working copy. 
« * There are many ‘‘Filmac”’ Reader-Printers ac- 
at microfilm tively at work today in a variety of business—sav- 
ing time, money, and improving efficiency. We 
invite you to take a new look at microfilm now. 
Mail the coupon for a free copy of “‘Let’s Take a 


Positive Look at Microfilm” ... a twelve page 
booklet about microfilm at work. 


Minnesota Mining and Manufacturing Co. 
Mimnesora [Thermo Fax Dept. FBC-40, St. Paul 6, Minnesota 
YW pamac Please rush me a free copy of ‘‘Let's Take a 
Minine AND seein ED Positive Look at Microfilm.” 
Name_____ é 
a ee 
St Poul 6, Minn Company = 
Address____ a " — 
ADEMARK OF 36 COMPANY __._Zone__State__ 


PManvracrurine COMPANY 


. WHERE RESEARCH IS THE KEY TO TOMORROW 


| 


RM ‘‘THERMO-FAX’’ IS A REGISTERE 


For More Information Circle No. 314 


THe Orrice—April, 1960 








ae — «= 
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you too 
can work 
crosswords 
in ink... 


with a NOBLOT ERASATIP DESK BALL PEN, of course ! 


Writes clear and sharp like a pen, erases mistakes clean and quick like 
a pencil: that’s a NOBLOT ERASATIP ball pen by EBERHARD FABER 
And NOBLOTS seem to write forever — thanks to an ink supply that 
runs the whole length of the pen! You get lots more on the ball! 





WHAT A BUY! 
Try any of the more than 40 NOBLOT models for any writing need 
Choose from a wide range of ink colors and bal! points with never a leak, 
fade, smear or transfer! 

Call on your nearest stationer for NOBLOT DESK BALL PENS by 
EBERHARD FABER — your one source of supply for all writing needs 











SINCE 1849 


EBERHARD FABER 


Duld Ata Oaals7 Ma WMH 
“4 ys 


/ 
Witkes-Barre, Pennsytvania - New York Toronto, Canada 


For More Information Circle No. 244 
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MAGNETIC TAPE 


Minnesota Mining & Mfg. Co., Dept. 
EO-41, 900 Bush Ave., St. Paul 6, Minn., 
makes a sturdy recording tape designed 
to withstand rough treatment in business 
and industrial audio-visual uses. This 
Scotch 311 magnetic tape—with a backing 
material called Tenzar—is tear-, stretch- 
and moisture-resistant, yet is priced in the 
same range as standard acetate-backed 
tapes. Tenzar-backed tape is twice as 
strong as acetate-backed tape, has 16 times 
greater tear resistance, and will not dry 
out during hot storage, according to 3M. 
The tape has uniform high potency oxide 
for full-range frequency response, plus 
3M’s_ silicone’ lubrication impregnated 
throughout the coating to assure smooth 
travel past recording heads. Tenzar-backed 
tape has a different color on each edge— 
bluish brown on one and reddish brown 
on the other. This makes it useful for 
dual track recording as the two colors 
clearly identify which track is being used. 
An end-of-reel plastic clip clamps loose 


WASSELL 


ORGANIZATION INC. 
DEPT.O-4 WESTPORT, CONN. Phone CApital 7-4111 


tape ends securely in place to prevent spill- 
ing. Tenzar-backed tape is available in 
splice-free lengths on regular or transpar- 
ent red, blue, green or yellow reels. List 


prices are $2.40 for 600 ft. on 5” reels, 
$3.75 for 1200 ft. on 7” reels. For free 
test sample, Circle 


folder and strength 
No. 146. 


4,250 file folders 


at her fingertips 


...in Wassell 
CORRES-FILES 


At STANDARD 

REGISTER CoO., 

specialists in paper- 

work simplification, 

two clerks have 8,500 

open orders at their fin- 

gertips without even rising 
from their chairs. 


For orders, personnel records, 
correspondence, revolving Wassell 
Corres-Files speed operation, cut 
clerical costs, save up to 50 per 
cent of floor space. 


For More Information Circle No. 417 
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FILMSTRIP PROJECTOR 

DuKane Corp., St. Charles, Ill, has 
packed a filmstrip projector and two-speed 
high fidelity phonograph into the 102 Ib. 
Mite-E-Lite, attractively packaged in a 
two-tone carrying case 1344” x 134%” x 
738”. It can be set up and in action in 
seconds. The inside lid of the case be- 
comes a shadow-box screen for displaying 
color or black-and-white pictures even 
under full room illumination. The op- 
tical system easily fills a conventional 
screen for use with larger groups. A short 
focal length lens projects a large, brilliant 
picture at close range, making unit suit- presentations. DuKane Redi-Wind film 
able for desk-top showings without moving transport system automatically rewinds 
furniture. A 12-ft. cord plugs into any _ the filmstrip, ready for the next showing. 
110-volt AC socket. Carrying case also Film never hangs loose or touches the 
provides adequate storage ge space for four floor, and the automatic re-winding keeps 


AMERICA’S AMAZING NEW “‘SELF-SELLING’’ CHAIRS! 


"Rock-It 88" 


CEM morON. AL The world’s smallest 
OFFICE CHAIRS FF and most economical 


FOR denepmgs oma 


a adding SUIFT 
*S 5495 wHen PROSPECTS Si. THEY'RE SOLD! machine... 


RICHCRAFT FURNITURE CORP. SWIFT BUSINESS MACHINES CORP 
P. O. Box 2353 _ Tulsa, Oklahoma GREAT BARRINGTON, MASSACHUSETTS 


For More Information Circle No. 403 For More Information Circle No. 404 





adecrorered LINCO SKIEEN 
LINOLEUM Dac ly Top Cleaner 


‘7 Easy to apply. Pour it on — Wipe it off. 
Contains magic miracle compound that penetrates 
Stubborn grit and grime. Brings back original finish. 


1 Pint—$1.25 Doz. Pints—$12 


(WEST COAST SLIGHTLY HIGHER) 


Sidi mr a Order today. Money back guarantee. 


LINOLEUM DESK T 7; LOOK BRAND NEW IN 2 MINUTES! 
i " NA WIEMER’S, Inc. 


Frec test sample! 


[=== Dealer's inquiries WA 70 Vernon Street © Bridgeport, Conn. J 


For More Information Circle No. 405 
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STURDEX 


..-it takes a good 
business case to complete 
your sales picture! 


Look what a difference StURDEX makes! 

The only business case made with the 

craftsmanship of finest leather cases 

. but at half the price. A sales-making 

case that’s always neat and business- 
like . . a durable case that outwears all 
others . . guaranteed for 5 full years! d 


aoe . ll aaa lll 


RING BINDER—Your Personal “Organizer” 


Distinctive portfolio-type case, with handle. Per- 
fect for the businessman who carries catalog 
sheets, charts, sales literature, other papers that 
require page-by-page usage. Lies flat when open. 
Three rings; inside zipper pocket; 2 full-length 
side pockets. Exclusive “PERMA-EDGE” adds 
years to life of case. Just one of many fine 
STURDEX Business Cases at stationery depart- 
‘ments everywhere. 


5-YEAR UNCONDITIONAL GUARANTEE 


STuRDEX looks new longer. . . always ready 
for business. So wearproof, waterproof and 
weatherproof, we guarantee it for 5 full years! 


Wheathercraf 


World’s Largest Manufacturer of Business Cases Exclusively 
2320 So. Western Avenue e Chicago 8, Illinois 
Dvcdevcccecccevcccecséuievbesisiw em 


LEATHERCRAFT, Inc., 2320 So. Western Ave., Dept. A-7, Chicago, Illinois 


Please send full details about STURDEX, and the name 
of my nearest dealer. 


i errs 

Address 

©1959 City 
For More Information Circle No. 235 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptuntt 


PAPER DRILL 


A real production model—han- 
dles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. Chip 
disposal. Adjustable back gage 
and 4 stops. Price includes one 
hollow drill. 12 standard size 
drills from % to %”—$3.90 each. 
Slitting attachment $7.50; slot- 
ting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 396 
9 


| it free of fingerprints, scratches, dirt or 
| dust. A locking elevation control knob 
| rigidly holds the projector head at the 
| proper angle without makeshift blocking. 
| Non-marking soft rubber feet protect 
| desks and furniture. Matched speaker- 
| amplifier combination produces top voice 
| fidelity from 7”, 10” or 12” records at 
| 33 1/3 or 45 rpm. One knob controls 
| projection lamp, phono-motor, amplifier 
and sound level. Price is $104.50 com- 
plete. The Mite-E-Lite is DuKane’s model 
14A395. Sound amplifier is 2 watts; pro- 
jection lamp is 150 watts. For More In- 
formation Circle No. 125. 


BALLPEN REFILL 

All-Rite Pen, Inc., Hackensack, N. J., 
makes the Custom-Fit refill cartridge that 
fits most ballpens now in use. It retails 
for 49c. The cartridge comes with a pair 
of brass sleeves that enable the user to 
snap off any desired portion of the 
4 13/16” long refill at one of ten pre-scored 





positions. Thus the cartridge fits all ball- 
pens with minor exceptions. In addition 
| to the cartridge and the sleeves (all made 
of brass) each Custom-Fit comes with a 
fresh high-tensile spring. The four units 
are packaged in a colorful envelope that 
contains complete, easy-to-follow instruc- 
tions on one side. Custom-Fit is shipped 
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J. G. REYNOLDS, PRES- 
IDENT of J. G. Reynolds 
Construction Company. 


cL LE 


THIS REYNOLDS’ OFFICE 
BUILDING comes under the 
heading of ‘‘Future Events.”’ 


“*.. . WITH A NATIONAL SYSTEM, we are able to handle the Job 
Cost and Accounts Payable with one person instead of three.’’ 


“Our Galional System 
saves us*6,900 a year... 
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returns 98% annually on our investment! 


—Reynolds Construction Company, Santa Rosa, California 


“Our National Class ‘32’ is the best investment we've ever Your business, too, can benefit from 
made,”’ writes J. G. Reynolds, President of the Reynolds Con- the time- and money-saving features 
struction Company. “Now, thanks to our National Accounting of a National System. Nationals pay 
Machine, we are able to handle an increasing volume of work for themselves quickly through sav 
with greater speed and accuracy. : ings, then continue to return yearly 
“And by replacing an old hand-posting method with a 
National System, we are able to handle the-Job Cost and 
Accounts Payable with one person instead of three. Thus, we 
have eliminated costly overtime and unnecessary salaries. In PI h | 
addition, the information that our National provides... allows 2"¢¢ Plan. (See the yellow ihe 
us to bid more accurately on work contracts, thereby insuring 995 of your phone book.) 
us of a better profit. 
“We consider our investment . \ "TRADE MARK REG. U.S. PAT. OFF 
in National a sound one. Why te 


shouldn't we? After all, it saves ; %* 
us $6900 a year...and returns 
98% annually on our invest- President of 


ment!” Reynolds Construction Company ACCOUNTING MACHINES 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio ADDING MACHINES + CASH REGISTERS 


1039 OFFICES IN 121 COUNTRIES nce paper (No Carson Reauiaed) 
76 YEARS OF HELPING BUSINESS SAVE MONEY 


profit. National's world-wide service 
organization will protect this profit. 
Ask us about the National Mainte- 


For More Information Circle No. 266 
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... Write 
best of all 


precision .». because 


typewriters they're built 
best of all 


Lightweight 
Portable 

Meet the Olympia Family of Precisior 

Typewriters—preferred the world over for 

their quality, value and ease of operation. 

There’s one designed for every typing 

need — whether for office, home, school 

or travel use. Each features the finest in 

typing aids—from convenient half-spac- 

ing to exclusive spring-cushioned key- 

tops. Precision-built to the highest 

standards in Europe’s largest, most mod- 

ern typewriter factory. See—test—com- 

pare an Olympia before you decide on 

any other typewriter. You [Fina voor wearest ) 


Authorized Olympia | 


will find Olympia a solid | Dealer in the DeLuxe 


. - ; Yellow Pages Portable 
investment in efficiency. <e->-— 


OLYMPIA DIVISION, Inter-Continerntal Trading Corporation, 90 West Street, New York 6, New York 


For More Information Circle No. 240 
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DICTATION PORTABILITY 

















All yours in one handsome, compact unit... the economical, new self-powered 
Telefunken “600° Portable Dictating Machine! Use it anywhere...anytime. Carries 
its own built-in, lifetime battery...complete with battery seat A single 
microphone button controls every action... dictate, 
backspace, playback, stop. Lightweight, easy-to-mail 
magnetic disc can be used over 10,000 times. Preci- 
sion-built for quality, value and dependability by the 


world-famous Telefunken Corporation. Test one soon! 


TELEFUNKEN 


“600° Portable Dictating Machine 


For further information write: INTER-CONTINENTAL TRADING CORPORATION, 90 West St., New York 6, N.Y. 
For More Information Circle No. 241 
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PHARMACEUTICAL 
PRODUCTS CUTS 
DUPLICATING 

COSTS WITH 
DAVIDSON DUAL-LITH 


Headquartered at its 80-acre main plant 
in Summit, New Jersey, CIBA PHARMACEU- 
TICAL PRODUCTS INC., produces a wid 
range of prescription cal non-prescription 
drugs. Sales last year amounted to mor 
than $37,000,000. 

A constant flow of top-quality support 
literature is essential in this highly compe- 
titive industry, and cima relies heavily on 
its Davidson Dual-Lith Model 233 to pro- 
duce brochures, marketing bulletins, sales 
manuals, research findings and other pro- 
motion material. 

The Dual-Lith is used for all “profes- 
sional-quality” work. It can turn out 
100,000 impressions of a multi-color bro- 
chure to the same high standards with 
which it turns out 35 copies of the Board 
of Directors’s report. And for workaday 
routine printing, the Dual-Lith 233’s 14” 


by 17% 


pressions ot 


sheet size often allows several im- 
a job to be run on a single 
sheet. This means greater speed, efficiency 
and economy. 

Despite the Dual-Lith’s heavy work- 
load, cipA has experienced less than 1% 
hours of machine down-time in over 18 
months of operation. 

The Davidson Dual-Lith 
combines outstanding dependability, su- 
perb printing quality and unmatched eco- 
nomy. For the complete story on how it 
helps CIBA PHARMACEUTICAL PRODUCTS, 
call your Davidson Distributor (he’s listed 
n the Yellow Pages) or send a letter to 
Davidson Corporation, 29 Ryerson St., 
Brooklyn 5, New York. 

DAVI 

Subsidiary yt CORPORATION 

29 Ryerson Street, Brooklyn 5, New York. 


Model 233 
Sl 


For More Information Circle No. 274 
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one dozen to a box or two dozen on a 
counter/wall display. Ink colors are blue, 
red, green or black. For More Informa- 
tion Circle No. 214. 


CASTERS 


Colson Corp., 7 S. Dearborn St., Chi- 
cago, Ill., presents a line of light-medium 
duty casters with uniformly designed top 
plates, protective bearing dust caps and 
double ball race construction. With top 
plates slotted at one end and a concave 
type fork design, 
the casters afford 
greater mounting 
versatility and 
overall strength. 
Top plates can be 
fitted to bolt hole 
spaces from 1% 
to 3”. Fork angle 
permits use of 
Pe, sm or 5” 
wheels. Made of 
heavy steel through- 
out, caster forks 
are machined from 
12 gauge steel with 
oP plates of seven 

stee l. 

the stem 
casters there are 
spring grip ring, 
Straight and pipe 
thread styles for 
ubular equipment: 
square stem and 
angle head for 
angle iron legs: 
round or square 
tubing for pipe or 
tubular legs. Plate 
casters come in 
swivel and _ rigid 
models. Matching 


S table tops * counter & /aboratory 
furniture tops + wali paneling » 


fabricated to your specification 


Exclusive lamination process * Super 
smooth, longer life » Complete sanitation 
Custom fabricated * Formica, other plastic 
materials * Tremendous range of styles 


Architects... Designers... Decorators 


the swivel type in 
overall height, bolt 
hole spacing and 
top plate size. The 
rigid caster has 
curved legs for ad- 
ditional strength. A 


See Sweet’s File 14a/Jo, or send for catalog 


JOHNSON PLASTIC TOPS, INC. 


“Elgin 11, nets: a , Sherwood 1-0134 
sold nationally through representatives in all major cities 


For More Information Circle No. 435 
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Another 
NEW 
Product 
by 

Van Son 


Holiand 
a 


Thro-Way 
molieton 
roller 


A complete ready-to-use molleton roller, 
priced so low that after it has outlived its 
usefulness, it can be thrown away and a 
new one dropped into the press. 


e Ends nuisance 

e Eliminates mourning bands 
e Saves time 

e Lasts longer 

e No seams 

e No bumps 





HOLLAND INK — MINEOLA, N. Y. 


Ship one set of two Thro-Way Rollers at $4.95 
for #1250 or #221. If cash accompanies order, 
this coupon entitles you to a $1.00 introductory 
saving. 


Company 


Address 


City and State 


Name P.O. # wn 
For More Information Circle No. 372 
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variety of wheels are available includ- 
ing Colsonite sintered: bearing, Colsonite 
cushion or hard tread, replaceable rubber 
tire ball bearing, and semi-steel sleeve 
bearing. For More Information Circle No. 
140. 


ADDING MACHINES 


Smith-Corona Marchant, Inc., Syracuse 
1, N. Y., announces an adding machine 
which prints subtraction figures in red. The 
direct subtraction model 67S, is priced at 
$109.50. Its low swept contours have 
been made possible by utilization of plas- 
tics. Plastic keytops and high impact 
plastics in the casing and base pan make 
the machine stain-, abrasion- and gen- 
erally wear-resistant. The 67S will index 
six columns on paper tape, and total seven. 


A companion direct subtraction model, 
78S, will index seven columns and total 
eight. Addition only models are the 56 
(list five, total six), 67 and 78 in ac- 
cordance with column capacity. A _ posi- 
tive clear signal (C) appears opposite first 
item indexed, informing operator that fig- 
ures previously indexed have been totaled 
and cleared. Positive visibility insures 
that every entry on tape can be read im- 
mediately, including the first. Final figure 
and total is accomplished with a single 
stroke of the handle and no extra stroke 
is required for totaling. Non-add key can 
be used even after the handle has started 
its downward motion and will take effect 
at any point short of impact. Error key 
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KENRO ‘‘VERTICAL 14’ COMPANION 
shoots up to 11” x 14”... the 
photocopier and duplicator companion. 


KENRO ‘‘VERTICAL 18”’, 
shoots up to 14” x 18”... 
the two-up camera. 


KENRO ‘‘VERTICAL 24’’, 
shoots up to 18” x 24”... 
the four-up camera. 


ert ws 


Which Kenro Vertical Camera is best for your work? 


same size, then choose the Kenro 
“Vertical 24”. If your copy comes 
two-up, then the “Vertical 18” is 
best for you. If your copy calls for 
shooting one-up, or your work is 
exposing duplicator masters, then 
select the “Vertical 14” companion. 


All are new, modern, engineered for 
versatility, accuracy, ruggedness 
and ease of operation. All have new 
features that improve production 
and broaden usefulness for every 
application. 


It’s the size of image that gov- 
erns the choice. If you want to 
shoot 81% x 11 copy four-up or ex- 
pose a full size newspaper page at 


Write for all the facts on Kenro 
Cameras and related accessories 
Then you'll know which Kenro fits 
your requirements best. 


KENRO GRAPHICS, INC. Dept. F.4, Cedar Knolls, New Jersey 


For More Information Circle No. 418 





This tape ts “different” as can be 
... mends paper quite invisibly ! 


SCOTCH BRAND 
Magic Mending 
Tape No. 810 


There’s nothing else like it for 
permanent paper mending! “‘ScoTCH”’ 
BRAND Magic Mending Tape practically 
disappears on contact with paper. 
And you can write on it with 
pen, pencil or typewriter. 

Use “‘ScoTcH’”’ BRAND Magic Mending 
Tape with confidence—it 
stays crystal clear, will 
never peel, curl or ooze 
adhesive at the edges! Ask 


your office supplier now! = 





Mends letters, contracts. No-glare 
surface makes “SCOTCH”? BRAND Magic 
Mending Tape easy to read through— 
even with small print. You actually 
can’t see the tape on many papers. 


Mends ledger sheets, records. Write 
over this tapeas though it weren’t there. 
Special backing can be written on with 
pencil, pen, typewriter. 


| ae 


Mends permanent documents. You 
can depend on Magic Mending Tape to 
stick tight, to stay clear, to last as long 
as the paper it mends! 


Send for free booklet about all the 
handy ‘“‘ScotcH’’ BRAND Tapes for 
office use. Write Dept. CAQ-40, 3M 
Company, St. Paul 6, Minn. 
“SCOTCH” and plaid designarereg. trademarks of 3MCo. 
_— 
Z 
Mienesora ¢f 
\ 


\\ 
Misinc ann SS 


TVMAnuracturine company 





eos WHERE RESEARCH 1S THE KEY TO TOMORROW 
For More Information Circle No. 282 


clears entire keyboard instantly, and spe- 
cial column clear keys enable operator to 
correct figures erroneously indexed. Re- 
peat key allows operator to add a figure 
any number of times without reindexing. 
This key disengages automatically and re- 
turns to normal position whenever a total 
is taken. For More Information Circle 
No. 114. 


FLEXOWRITER DESK 


Shaw-Walker, Muskegon 15, Mich., an- 
nounces a_ perfected Flexowriter Desk, 
Shaw-Walker’s completely work-organized 
work station that organizes all punched 
data at operator’s fingertips for top speed 
machine production. In addition to nine 


claims of economy in space and time, the 
manufacturer makes this claim: “The only 
desk designed exclusively for every Flexo- 
writer operation. Available with a wide 
choice of tops and pedestals to completely 
organize any Flexowriter work station.” 
For free copy of folder A-254 write above 
or Circle No. 106. 


OFFSET CLEANER SHEETS 


Rolcor Products, Inc., 133 Prince St., 
New York 12, N. Y., announces the addi- 
tion of two sizes—Miehle 17 Lithoprint 
and 1250W (oversize) Multilith—to its line 
of two-sided cleaner sheets. Rolcor also 
has been appointed national distributor 
of the Baseline system of masking sheets 
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light as a feather 


wears forever 


WASTEBASKET 
by GLOBE -WERNICKE 


Coffee break over and Fiberlite’s 
ready to help you maintain a 
neater, cleaner ofice! The hand- 
some, textured surface is imper- 
vious to liquids or rust, and is 
leak-proof. Easy to clean... spa- 
cious capacity. Rugged strength 
of fiber glass makes it virtually 
damage-free. Call your Globe- 
Wernicke dealer today or 

write direct Dept. X-4 


Available in 


The Globe-Wernicke Co. * Cincinnati 12, O. 





For More Information Circle No. 442 _ 


and only 
Sure-Rite 
has it! 

Look for the stencil 


with the patented 
Red Dot Seal Tab! 
Write for full 
information and 
free sample. 


American Stencil Manufacturing Co. 
2714 WALNUT STREET « DENVER 5, COLORADO 


for all offset duplicators up to the Weben- 
dorfer 17” x 24”. For More Information 
Circle No. 131. 


ILLUMINATED MAGNIFIER 


Litho Research, Inc., 14339 36th Ave. 
N.E., Seattle 55, Wash., has developed a 
self - illuminated seven - power inspection 
magnifier for graphic arts craftsman. The 
Micro-Lite makes it quick and easy to in- 
spect halftone dots in plates on or off 
the press, also to check printed halftones 
anywhere, with no other light source. 
Wherever erasures or corrections are neces- 
sary, on an offset plate or negative, a 


large side opening in the head of the 
Micro-Lite allows accurate use of small 
tools. With the light off, device is useful 
as a conventional magnifier for negatives 
on a light table. Optical system has 
1-3/16” diameter double lenses which give 
uniformly sharp definition. Interior sur- 
faces of lens housing are white enameled 
for shadowless light reflection. Detach- 
able black enameled base plate has a 
1” x 1” opening with white-line edge rul- 
ings in inches and millimeters. Removing 
the base gives a 2” diameter circular field. 
Overall length is 7”, with magnifier head 
2” in height. Comes in sturdy felt-lined, 
contour-fitted hardwood box with two 
hinges and swing-hook closure. Micro- 
Lite is priced at $9.95, complete with two 
standard flashlight batteries. Dealer in- 
quiries invited. For descriptive folder, 
Circle No. 141. 
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NOW! 


“PRACTICALLY” 


Office filing space reduced up to 90% . Vital 
documents absolutely protected from fire, theft, 
mail loss, and damage... fast, easy reference to 
all office records! 

Those are some of the revolutionary benefits 
that can now be yours, on a practical everyday 
basis, through Bruning’s advanced microfilm 
equipment. 

New, Low-Priced Documat Cameras. Low-priced be- 
cause seldom-needed features have been elimi- 
nated, with no sacrifice of vital features and 
quality. Model PFA, with 34'2 reduction, records 
as many as 7,200 letter-size pages with fine reso- 
lution on a 100-foot roll film. Model F16, with 


(BRUNING ) 





For More 
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3RUNING MAKES 


YOURS! 


16x reduction makes highest quality 16mm. film 
negatives suitable for enlargement. 

New, Low-Priced Documat Reader-Printer. See your 
film enlarged on the screen, push a button, and 
in seconds you get an exact, mirror-sharp print. 
Produces prints from microfilm rolls, jackets, or 
aperture cards. 

Bruning offers a complete line of equipment 
for microfilm processing and mounting, indexing 
and filing, reading and inspecting. It backs up 
these products with a nation-wide service that 
gives you the help of a Bruning Man and the 
products you need when you need them. You prac- 
tically can’t afford not to mail the coupon below 








Charles Bruning Co., Inc. Dept. 4-H ) 
1800 Central Rd., Mt. Prospect, Iilinois » 


Offices in Principal U.S. Cities 

In Canada: 103 Church St., Toronto 1, Ont € >. 
() Please send me information on microfilming for the office 
() Please arrange for a Bruning Man to contact me 

Nome Title 
Company 

Address 


City 





Information Circle 


No. 361 








W hat 
Makes a 
Gr itetietne): 
Accurate 


a 
- 


We’re proud of the mechanical accu- 
racy of the Friden fully automatic cal- 
culator. But no calculator can get a 
right answer from a wrong entry. 


The calculator that allows the smallest 
margin for operator error will actually 
prove to be the most accurate. 


The Friden SBT requires fewer man- 
ual keystrokes, fewer operator deci- 
sions than any other calculator.* Jn 
terms of day-to-day output, it’s the 
most accurate calculator you can buy. 


FRIDEN, INC., 























we WR pelea | : ” 


For a no-obligation demonstration of 
“The Thinking Machine of American 
Business,” call your Friden man or 
write: Friden, Inc., San Leandro, Calif. 


*This is PRACTIMATION: Automa- 
tion so hand-in-hand with practicality 
there can be no other word for it. 


far 
©) 1960 FRIDEN, INC 


2 Kride 


=@ 


SALES, INSTRUCTION, SERVICE THROUGHOUT THE U.S. AND THE WORLD 


For More information Circle No. 265 
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DESK TOPS 


Columbia - Hallowell Div., Standard 
Pressed Steel Co., Jenkintown 88, Pa., an- 
nounces self-edged plastic tops to fit any 
model in its full line of desks, tables and 
credenzas. Called Plasticore, the tops are 


made of phenol resins and minute wood 
chips compressed to a consistent solid 
density throughout, and covered with a 
smooth, durable plastic laminate. Less 
expensive than plastic-covered steel tops, 
Plasticore tops are completely warp-free 
and provide a high degree of noise sup- 
pression, according to Columbia-Hallo- 
well officials. To harmonize with stand- 
ard finishes on steel bases of desks, tables 
and credenzas, Columbia is offering the 
tops in charcoal, mocha, green leather, 
scandia and rosewood. For More In- 
formation Circle No. 198. 


PATENT ABSTRACT SERVICE 


Patent Intelligence File Co., 187 Olive 
St., New Haven 11, Conn., will supply any 


of 2 million brief patent summaries on | 


7 & 
sheets. 


10” three-hole-punched loose leaf 


These abstracts are 


2080 volumes of the U. S. Patent Office 
Official Gazette over the past 40 years. 
The electrostatic prints are permanent, 
readable records. All work and cost of 
searching and securing patent number lists 
is covered in the overall charge of 15c 


per abstract, and discounts up to 25% on | 
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complete | 
pages, exactly as published in any of the | 


Automate your 


Multilith with 
the new ATF 
Program-Matic 


Control System 





@ Simplifies duplicator operation 
@ Controls press run automatically 
@ Cuts paper waste and press downtime 


An ATF Program- Matic Control System 
on your Multilith 1250 virtually eliminates 


| paper waste, and gives your operator 
| single-handle control over all duplicating 
| operations in proper sequence. It permits 


one operator to handle more than one 


| duplicator at a time. 


Counter can be preset for any number 
of copies, and duplicator stops automati- 
cally at the end of run. You can also stop 
the duplicator at any time...and then 


| resume without losing count. 
| (Models also available for ATF Chief 15 


and Whitin Masterlith) 


American Type Founders 
200 Elmora Ave., Dept. O, Elizabeth, N. J. 


Please send descriptive folder on ATF 
Program-Matic for 





(make) duplicator. 





NAME TITLE 





COMPANY 





STREET & NO. 





CITY ZONE STATE 





For More Information Circle No. 397 
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Interfiling just couldn’t be simpler! 


VMicCBEE 
SWING-HINGE 
BINDER 


YOUR OFFICE PERSONNEL will keep filing current 
when you change to modern M©Bee Swing-Hinge 
binders. They are so simple to use, filing becomes a 
pleasure. The hinges swing out, unlocking the 
prongs which open w-i-d-e for easy filing and remov- 
ing. And this binder lies flat . . . gives you complete 
visibility of records. Quick shelf reference from 
large, easy-to-read label holder. New split-prong fea- 
ture now available for ring binder or specially- 
punched sheets. 

MCBEE BINDERS are unconditionally guaranteed for 
one year. Stock sizes in a great variety of binder 
styles are maintained for immediate delivery. Call 
your nearby Royal M°Bee Data Processing Represen- 
tative, or mail the coupon for complete information. 


ROYAL M°BEE * data processing division 


NEW CONCEPTS IN PRACTICAL OFFICE AUTOMATION 


eee a oe i a a a a a am a +| 
Royal MCBee Corporation 
Data Processing Division, Port Chester, N. Y. 
Please send me complete information on the MCBEE 
SWING-HINGE binder. 
NAME 
COMPANY 


STREET 


For More Information Circle No. 337 
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OYwp 


PLATEMAKER 


PERFECT OFFICE 
PLATEMAKING 
MACHINE 


LOAD 


Lift the glass, 
position the 
negative and 
plate. 


FLIP 


Pull the release 
knob and flip tor are built 
the vacuum right into the 
frame over. base. 


EXPOSE 
Arc and reflec- 


Vacuum frame on top . . . carbon arc lamp in the base. 
Here is the ideal unit for office and in-plant platemaking. 
The combination of compactness, simple controls, auto- 
matic arc control, makes it easy for skilled or unskilled 
personnel to make perfect plates. Available in seven sizes, 
from the FT-18, for plates up to 13 x 18, to the FT-60, for 
plates up to 50 x 62. Larger units feature fully 
automatic arc control. 

Ask your Graphic Arts supplier for complete 
information or send for Bulletin 500-0. 


COMPANY, INC. 
4110 W. GRAND AVE, 
CHICAGO 51, ILL. 


NEW YORK OFFICE: 415 PARK AVE. SO., NEW YORK 
For More Information Circle No. 419 
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five copies. There is a minimum charge 
of $10 billed in advance where annual 
requirements are under 50 abstracts per 
year. Abstracts may be ordered by patent 
number, inventor and company, classes 
and sub-classes or types of patents. Files 
can be maintained on any subject. The 
back of each abstract sheet can be used 
for notes and other data. Any specific 
abstract may be clipped and laminated 
to any type of file or punched card. Cost 
of lamination when card is supplied is Sc. 
For literature describing this _ service, 
Circle No. 218. 


RIBBONS & CARBONS 


Best Industries, Inc., 1406 Ponce de 
Leon Blvd., Coral Gables, Fla., makes 
Assurance pure silk typewriter ribbons 
and Hi-Impact carbon paper. Assurance 
silk ribbons come on twin spools for easy, 
clean and fast insertion on typewriters. 
They produce clear, sharp, easily erased 
impressions, are long lasting and non- 
smudging. Available in medium and 


medium light inking, all black or black- 
and-red, in standard 36 ft. or 54 ft. lengths. 
Assurance carbon paper produces perma- 
nent copies, allows clean erasing and will 
not curl or crack after long use. Made 
with wax or plastic back, each in four 
weights and finishes for manual and elec- 
tric typing; sizes 84%” x 11%”, 8%” x 
13%” and 8%” x 14%”. For literature de- 
scribing Assurance ribbons and carbons, 
Circle No. 185. 
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CHRYSLER CORPORATION * 
SAVED THE COST OF THEIR 
PHILLIPSBURG INSERTER 
IN LESS THAN A YEAR 


Before Chrysler equipped their mail- 
ing department with a Phillipsburg 
Inserter, hand mail processing was a 
major bottleneck. Now a Phillipsburg 
inserts up to 8 enclosures, moistens 
and seals envelopes, imprints postage, 
counts and stacks up to 6,000 pieces 
of mail an hour all automatically. 
Chrysler’s mailings are prepared 
faster, more acurately and with com- 
plete security; and the auto firm 
saved the cost of their Phillipsburg 
in less than a year. 


FINER PRODUCTS THROUGH 


Bell ©€H 


Whether your mail operation rivals 
a first class post office, or you would 
use your Phillipsburg just a few hours 
a month, a Phillipsburg will reduce 
your mailing costs 80% and more. 
Mail the coupon for information. 


HAVE YOU CAUGHT UP WITH 
AUTOMATED MAIL, PROCESSING? 
In one continuous sequence ... the 
PHILLIPSBURG INSERTER Gathers 
... Nests... Opens Flaps... Inserts 
... Moistens ... Closes... Seals... 
Imprints Postage ... Counts... Stacks 
up to 6,000 Pieces of Mail an Hour 


Bell & Howell Phillipsburg Company 
14 E. Jackson Blvd., Chicago 4, Ill. 


Please send 
(0 Modern Mailing Through Mechaniza- 
tion brochure 
0 A basic application for my business 


Name 





Firm 





Street 
City 





Zone—— State. 





For More Information Circle No, 389 
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* owe eos - d > | ” = | " 
EARNINGS DEDUCTIONS 
evACH AND RETAIN FOR ¥ 


The upper portion is YOUR COMPANY NAME pawneus account 
your earnings state- aie ate 1641 PR 
ment. 


* Detach and retain for 
your records. 


DOLLARS 
EXPLANATION OF NUMBERS 


(1) MISCELLANEOUS 

(2) FED WOLD. TAX a a 8 
@ Fica-ss 

(# state 

(5S) HOSPITALIZATION 

(6) ADVANCE 


(7 











MICR CHECK SYSTEMS 


Colonial Pay Systems, 199 Lafayette St., addition to standard forms, variations are 
New York 12, N. Y., has completed a pro- made to suit individual needs. Standard 
gram of studies and tests for the printing checks have been redesigned for magnetic 
ef checks with magnetic ink characters, ink charactér recognition. They offer free 
in accordance with American Banking sample checks and a layout form for banks 
Assn. requirements. The company pro- or companies that wish to redesign their 
duces standard one-write systems for pay- checks for MICR. For this material, Circle 
roll and accounts payable operations. In No. 108. 


SHELVE STORAGE PROBLEMS 


THE EASY, INEXPENSIVE 
ERECTA-SHELF WAY! 


Here’s the inexpensive answer to your 
office supply storage problems. It’s 
Erecta-Shelf, the steel rod shelving that 
assembles quickly and easily without 
nuts, bolts or special tools! 

Erecta-Shelf adapts to just about any 
height, depth or width requirement. It 
provides loads of shelf space without 
the usual dust collecting surfaces. 

Send for a free catalog today! Shelve 
storage problems—tomorrow! 





SHELVING 

OF A 
Erecta-Shelf steel rod construction lets in light, does THOUSAND 
not collect dust. Each shelf holds up to 1000 pounds! USES 
Floor mounted or on wheels for added mobility. 




















Pa Ry WIRE GOODS CORP. 
0 Wotiogne St. & George Ave.,, Wilkes-Barre, Po. 


For More Information Circle No. 441 
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© '960 VENUS PEN & PENCIL CORPORATION, LEWISBURG, TENN, *PAT. NO. 2,678,634 





New Camel ink cartridge* goes miles further without running dry! 
Because Venus can put more ink in the remarkable Camel ink- FREE DESK STAND 








cartridge, you get more work out. For just pennies more, the 
famous “cross between the pen and pencil’® gives you top 
efficiency, top economy for the office. Other features: New cone- 
shaped extended point; light wood barrel; permanent ink. Nine 
styles. 29c, 39c, 49c. Less by the dozen. Blue, black, red, green 
ink. Order from your stationer today. 


VENUS ° ball PEN «= cil® 


(50e retail) with 
every dozen re 
tailing for 3¥e or 
more 

Limited 

a time offer 
4 through 
your statione 





Venus ‘365°°® . . . the de luxe retractable model. Guaranteed to write 1 year or new refi 


For More Information Circle No. 334 
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...in which it provides a million bags’ worth of growth money 


“Our $1,645 Monroe Accounting Machine cuts ac- 
counting costs and gives us $9,200 in extra growth 
capital every year,” says Robert Harley, V.P., Harley 
Bag Co., Spartanburg, S. C. “That's the same as getting 
2 weeks’ production of small bags free. It has enabled 
the same staff to handle a plant payroll 6 times its origi- 
nal size, accounts receivables for bag sales up 700%.” 
Promote your company’s growth with Monroe 
Machine Accounting for as little as $750.  e 


See the MAN from MONR E 


*That’s what you'll call your Monroe 
Accounting Machine. It saves money 
by lowering costs; makes money by 
freeing capital to grow on. 
FREE CASE HISTORIES 

Learn how Monroe Machine Account- 
ing finds more money to grow on for 
companies like yours. 

Write: Accounting Machine, Dept. 14, 
Monroe Calculating Machine Co., 
Orange, New Jersey. 


oe CALCULATING 
NG - ACCOUNTING 


{8 A DIVISION OF LITTON INDUSTRIES o DATA PROCESSING MACHINES 


Monroe Calculating Machine Company, Inc., Sales and service in principal cities everywhere. General offices, Orange, N. J. 
For More Information Circle No. 355 
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SAME-SIZE CAMERA 


M. P. Goodkin Co., 112 Arlington St., 
Newark 2, N. J., introduces a same-size 
camera, designed for use with the Ekta- 
lith and Gevacopy process. Called the 
Goodkin Vertical SS, the camera is ideally 
suited for most work of these and other 
matrix-transfer developments. Compact 
and portable, it fits any average-sized desk 
or table. Its modern, functional design 
and silver-gray hammertone finish comple- 
ment standard office equipment. As well 
companion unit for Ektalith and 
Gevacopy, it serves for the production of 
same-size line and halftone negatives up 
to 11” x 14”. It has the balanced lighting 


as a 


@ 


of larger Goodkin vertical process cam- 
Its special wide-angle, f12.5 lens 
permits rapid, seven-second exposures for 
Ektalith without equipment. A 
pressure back and focal plane glass are 
available for Gevacopy and regular offset 
work. The SS also can be equipped with 
a filmholder for darkroom loading or litho 
or Gevacopy film. This allows use of the 
camera outside the darkroom, in day or 
room light. Four 300w photoflood lamps 
are pre-set at the factory, but can be ad- 
justed by turning two setscrews, each of 
which adjusts a pair of lamps to the de- 
sired angle. A stop-pin on the spring- 
driven exposure timer can be set to pro- 
vide re-setting for exposure intervals of the 
same duration. Copyboard is adjustable 
for parallel. It supports a rubber cushion 
and two copy line-up mats—one for both 
Ektalith and Gevacopy, the other for reg- 


eras. 


accessory 
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OO0000U00 
STEVENSON & SMITH, INC. vs 


LEADING MANUFACTURERS 
OF 


Intricate, Accurate, Economical, 


SPECIALTY 
Multi-Part Business Forms 


Stevenson & Smith, leading business 
forms manufacturers and. business sys- 
tems creators, are represented, coast 
to coast, by outstanding Business Forms 
dealers and systems analysts. 


Write for name of your nearest 
representative. 


O 
- 
O 
O 
O 
O 
O 
O 
O 
O 
O 


O 
O 





STEVENSON & SMITH, 


INC. 
Lackawanna Place 
BLOOMFIELD, NEW JERSEY 


For More Information Circle No. 381 
AVE: 397 
° Y 


Buy Direct from Manufacturer 


eRubber Stamps _e Self-Inkers 
e Steel Stamps e Stencils 

e Special Band Stamps 

e Industrial Inks e Daters 

e Inspection Stamps 

e Price Marking Stamps 

e Bakelite Signs @ Numberers 
e Hand Printing Press 

e Inter-changeable Rubber Type 

e Engraved Deep-Kut Stamps 

e Electric Time Stamps 


Shipped on Day of Receipt of Order 
Invoiced Monthly e Catalog on Request 
NO STATIONERS OR DEALERS, PLEASE! 


KRENGEL MFG. CO., INC. 
227 Fulton St..NewYork 7,N.Y. Tel. COrtland7-5714 





For More Information Circle No. 382 
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ular offset work. Copyboard cover glass 
is hinged to accommodate various thick- 
nesses of copy from single sheet to book. 


removed and replaced for on-the-spot copy 
changes. The Powermark II has a 
lightweight cast aluminum body with heavy 


Dimensions: width, 43”; height, 27”; depth, 
15”. Weight: 30 ibs. Prices (f.0.b. above); 
camera, without $345; 
sory pressure back and focal plane glass, 
$30: accessory filmholder, $75. For More 
Information Circle No. 145. 


accessories, acces- 


AUTOMATIC STAMP 


Pryor Marking Products, 434 S. Wa- 
bash Ave., Chicago 5, Ill., announces the 
Powermark III self -inking automatic 
stamping machine which uses interchange- 
able rubber Base Lock Type or permanent 
rubber dies. It imprints a vivid ink im- 
pression on forms, envelopes, flat cartons 
or any flat product or material up to 1%” 
thick in a fraction of the time of hand 
stamp methods. The unit stamps as fast 
as it can be fed and is available with 
either automatic base switch or foot 


duty brass imprinting section. It is pre 
-cision engineered for durability anJ 
trouble-free operation. For More Informa- 
tion Circle No. 107. 


switch. Base Lock Rubber Type or sticky 
back rubber dies are quickly and easily 


| — SUPER SPEED BINDERY TRUCKS SAVE MINUTES 


INUTES MEAN MONEY 


All metal bindery trucks combining low cost 
with convenient durable performance. Re- 
movable shelves also pivot up and out of the 
way always giving you a top shelf. Its ver- 
Ssatility saves minutes. Minutes mean money. 
Write for information Dept. 4-0 


Super Speed PRINTING MACHINERY, INC. 


742 SOUTH SHERMAN STREET ° CHICAGO 5, ILLINOIS 
For More Information Circle No. 368 


YOU SAVE 


when you use 








LOOSE 
LEAF 
ACCESSORIES # u' ame of;your nearest dealer, andyFRER:SAME 

[yey CHARLES LEONARD, Inc. Manufacturers of Stationery Specialties 
79-11 Cooper Avenue, Glendale 27, N.Y. & 


For More Information Circle No. 369 
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NEW OFFICE MACHINE 
GATHERS 8 SHEETS PER SECOND ¢ 


colliates 


480 sheets per minute 


produces 
2300 8-sheet sets per hour 
loading time included 


delivers 
alternated sets, jogged criss- 
crossed and stacked in delivery tray 


Eliminates “arm fatigue” 
completely 

No more sore arms or aching 
muscles—only actual work involved 
is loading the feed trays. The 
“Escalator System’ completes the 
job—quietly, automatically 

Labor and money saving 


Automatically replaces boring, 
tedious costly hand work. Ends 
diversion of highly paid office help 
from their regular jobs . . . avoids 
overtime and expense of extra 
temporary workers. 


Saves valuable floor space 


Complete Collating system in floor 
space of only 48’’ x 20’. 


HALVERSON 


high speed / all electric / fully automatic 


COLLATOR 


Manufactured by 
HALVERSON Products Company, Inc. 


1051 N. Paulina St., Chicago 22, tl, 


SEE your duplicating equipment supplier. WRITE today for complete information. 


DEALERS, —some cities still open for representation. 
For More Information Circle No. 390 
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"The Indispensible Three" 


..that speed up the day's work 


gt 


(by Bell) 


(by Ever Ready) 


The memo pad (in four attractive base colors and two page 
sizes) and the desk calendar (a style and size for every desk... 
every purpose) by Ever Ready make the day’s work easier and 

help keep things moving ahead. 
Both are designed with the busy, but organized, desk in mind. 

Styled to compliment any desk. 
Order the Ever Ready desk calendar or memo pad from your 
local stationer today. Or write us. We will be happy to forward 
your request to the Ever Ready dealer nearest you. 


America’s foremost desk calendar 








EVER READY CALENDAR MANUFACTURING CO. 


1350 BAY SIR ee ty seem eoe ¥Y City, See FER SS £7 


For More Information Circle No. 254 
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FLOOR COVERING 


Fibreboard Paper Products Corp., 475 
Brannan St., San Francisco 19, Calif., un- 
veils a tough, long-wearing floor covering, 
Deco Tread Mastipave, which incorporates 
random-scattered vinyl chips as decoration. 


They also serve to hide trackage, scuffs 
and scratches. Terra cotta Mastipave is 
decorated with chips of sandalwood and 
beige; black Mastipave with gray and 
green chips. Undecorated Mastipave will 
continue to be marketed, as will Grip 


[read Mastipave, for potentially slippery 
and dangerous floor areas. Deco Tread 
Mastipave is sold in rolls a yard wide by 
30 yds. long and in 9” x9” blocks. At 
about $1.30 per yard retail it is about 
20% higher than standard Mastipave. For 
More Information Circle No. 161. 


MACHINE COPYING BALLPENS 


620 E. Taylor St., 
Sunnyvale, Calif., has developed a line 
of ballpens using carbon-based colored 
inks. Copy-Fax colored inks help solve 
the difficulty of rendering faithful copying 
machine reproductions of materials printed 
or written in colors. With these inks in 
blue, red and green, all ledgers, signatures 
and other written materials will reproduce 
easily and quickly. In a‘ copying-ability 
study conducted by an independent re- 
search group, Copy-Fax inks, regardless 
of color, copied clearly on 14 competitive 
copying machines including Thermo-Fax. 
For More Information Circle No. 110. 


Micropoint, Inc., 





and only 


ONE POSTING 


with Colonial Pay 


A proven method of advanced bookkeeping 
with the COLONIAL PAY, Payroll—Ac- 
counts Payable—Accounts Receivable Sys- 
tems. 

Designed to lower current costs substan- 
tially, a single unit (illustrated) combining an 
aligning board and binder completely elimi- 
nates the need for any other equipment. 
Carbon paper has been eliminated. 





Aligning Board Systenis 


Dealer Inquiries Invited, Sekd For Details On Your Letterhead, Territories 


Colonial Par Systems 





An employee’s earning statement and 
check or cash receipt, accumulated record 
and a payroll journal are prepared simul- 
taneously WITH ONE POSTING. 

We engineer custom “One-Write” systems 
for lay-away plans, inventory controls, ma- 
terials handling or specialized problems in 
payroll, accounts payable or receivable. 


Available 


A division of COLONIAL 
199 Lafayette Street, 


SALESBOOK CORP. 
New York 12, N. Y. 








For More Information Circle No. 446 
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Situations Wanted — Female 





ve xirl profes 
nhattan. Re 
and ty¥pis 
oned offices 
education and 
Imes Downtwi 


R0-85 


e dep 





AVAILABLE 
THE WORLD'S 
FASTEST 
STENOGRAPHER 


Seeks permanent position. Under- 
stands and speaks every language. 
Will work in large or small office. 
Perfect for details, guaranteed 
100% accuracy. 


WORKS 24 HOURS A DAY 


Seven days a week 
Never late 
Never home ill 
Needs no instructions 
Never forgets anything 
No personal telephone calls 


Will travel anywhere 
without notice 


IDEAL BUSINESS PERSONALITY 


Very attractive appearance, will 
never marry, lives only for work 
... days, nights, week-ends. Excel- 
lent references! 

an electronic marvel 
that dictates and transcribes .@ 


The New Hi-Fidelity 


COLE DICTATER 


$220.00 plus tox 


Transcribing accessories at small add'l charge. 


Won't you please give 
me an “interview”? 
‘ norman mail coupon today ———=-— 


COLE STEEL OFFICE MACHINES, Inc. 
Dept. 67, 415 Madison Ave., N.Y.C. 17 


OC Rush free brochure explaining how 
the Cole Dictater can make my office 
work easier and more efficient. 


OI want a FREE demonstration. 


NAME 





COMPANY. 





ADDRESS. 





ZONE___STATE 


Permanent, § 
req, excel typist 
cation, air cond 


Bronx. East sid 


SE 
Real -Estate of 
ating dept 
opportunity, 
town office 


orp. 12 E 4 


Sales dep 
rood short 

ES 
488 Madis 


'o advtg f& 
ng. diidt 
Vrite stat 





&. 


=n 


$4 
Ta Presiden 
p Peasant su 


Sec Be 
Piusn 
Robert 


For More 
Information 
Circle No. 345 








FILE INDEXING SYSTEM 


Ambi-dex Sales Co., 821 Woodlawn Dr., 
DeKalb, Ill., points out that, unlike con- 
ventional color coding, its Ambi-dex sys- 
tem applies color symmetry in association 
with the major indexing sequences in gen- 
eral office practice. This association is 
assembled in the Ambi-dex Color-Cue 
Wheel. The natural color sequence of red, 
yellow and blue with secondary colors 
orange, green and violet is fundamental, 
as are numbers. The wheel describes six 
major areas, 12 divisions, and 24 sub- 
divisions. These areas, sectors, and seg- 


ments co-indicate the letters A to X; num- 
bers 1 to 24; black as Y and 235, silver as 
Z and zero. Also indicated are January 
to December; Monday to Saturday; time 
intervals of 5 and 10 minutes through 60 
minutes; and hours of 8, 16, 24 or divi- 
sions thereof. These designations are 
termed as Alphacues, Digicues, Subjecues, 
Calencues and Clocues. Color-Cue se- 
quence is further augmented as dark and 
light with dull and bright within each sec- 
tor. All odd numbers fall on dark or dull 
areas and all even numbers on light or 
bright areas. The Color-Cue Wheel re- 
places the dates 1 to 31. If date-to-date 
action is required, then the day-to-day 
Color-Cue is used. Generally dates are 
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fully automatic... 
yet modestly 


time recorder 


Accurately, time is registered the in- 
stant the time card is inserted... in 
two colors and correctly positioned, 
with IN and OUT separated in two 
columns. Impossible to overprint. Yet 
this completely automatic 8800 Time 
Recorder is priced within the range 
of typewriters. 

Send today for full details. 


88 Third Street, N.W. 


Gentlemen: Without obligation, please send 
me full information, including prices, on the 
completely automatic 8800 Time Recorder. 
Name__ 
Company ei eteiiunaebencial 
Street 


Atlanta, Ga. 





Zone____State 





For More Information Circle No. 371 





ail multiplies adds subtracts “addo-x” model 3541E printing calculator 


s it's —————_fast fast ——_ fast ————_with print-out of all entries and factors 


sil's versatile versatile versatile for a wide range of computations 


s you save save save time and money with this double register calculator 


for details phone, wire or write “addo-x”, 300 Park Avenue, New York 22, NY, P15-5420 
For More Information Circle No. 242 
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grouped in cycles for action. Color-Cue 
Wheel provides for five-date, six cycles 
per month; ten-date, three cycles; 15-date, 
two cycles; and 30 or 31 date, single cycle 
per month. Sorting, filing and scheduling 
are controlled by the color areas and their 
relative sequence. This indexing system 
is feasible and economical with Ambi-dex 
Color-Cue metal index tabs, that lock into 
any position in the full indexing field: top, 
sides, front or back of almost every filing 
piece. Tabs are said to boost morale, 
reduce supplies inventory and eliminate 
obsolescence and increase active filing 
space in same area. Tabs may be re-used 
many times. For More Information 
Circle No. 118. 


BLUEPRINT FILE 


Lewbill Industries, Inc., 34 Spring St., 
Scottdale, Pa., manufactures under licensed 
agreement, a patented wall file for blue- 
prints, drawings and other large sheets. 
This Martin Sheet File System allows user 
to work with a large number of prints 


because each sheet hangs flat, requiring 
less storage space and eliminating curl. 
Constructed with a steel tube frame hinged 
to a plywood mounting panel, with locking 
hinge support arms. Rubber-tipped lock- 


clips are used to mount sheets in the clamp 
hangers. Many prints can be clamped 
firmly in each hanger and may be easily 
removed at any time. Units are available 
in two sizes: Model 30 at $49.50 will hold 

will hold 





Secretaries never die... 
They 
ise Kee Lox Grip-N-Pull carbon paper. Ask any 
girl who is already using it (and note how fresh 





just stay young indefinitely *— that is, if they 


and vivacious she looks—even at quitting time). 
She'll tell you what nice copies she gets, how clean 
they are. And she'll be equally enthusiastic over 
Grip-N-Pull’s other features—automatie warning 
of last typing lines, automatic rotation, auto- 
matic alignment. 
You too can stay young indefinitely* by letting 
Grip-N-Pull carbon paper make your work easier 
and pleasanter. And your boss will be interested in 
knowing that Grip-N-Pull, with all its advantages 
and long wear, still costs no more than regular 
carbon paper which does not have the exelusive 
patented features of Grip-N-Pull. 
*The only exaggeration (one we hope 
will cause a smile) in this message. 
All carbons are removed quickly in one 
‘ clean operation, using uncoated edge 
Se \Clean hands, clean work, clean desk. 
us \ 
IN Lower right of uncoated edge is die cut 
At to tell how much space is left at bottom 
of sheet 
—— 


FREE SAMPLES WHEN REQUESTED ON COMPANY LETTERHEAD 


MANUFACTURING CO., Dept. O-40, Rochester 1, N. Y. 


CARBON PAPERS AND INKED RIBBONS 
Sold through KEE-LOX branches and selected independent stationers 





For More Information Circle No. 365 
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NO OTHER 

PAPER CUTTER 
BUILT SO WELL 
TO SELL SO LOW 


“TT reticonnn lin” 


the precision Paper Cutter 


SIZES: 
14” and 18” 


(207, 44 MICHAEL 
‘2 MODEL 


FOR OFFICE, 
BOOKKEEPING AND 
DUPLICATING DEPARTMENTS 


For every business: Banks, hospitals, insurance 
companies, industrial organizations with duplicat- 
ing departments, stationers, photo finishers, small 
printers, lettershops, mimeograph, offset shops, 
advertising agencies, schools and colleges. 


Order from your dealer or 
MICHAEL LITH sales corp. 
145 West 45th Street, New York 36, N.Y. 


© Dealer: Write For Profitable Sales Plan. 
For More Information Circle No. 412 





CHECK WRITER | 


Indelibly prints 
Just the same 
as a big 
machine 

costing up 

to $500.— 


NIPPO MACHINE INDUSTRY CO., LTD. 
Tenjin-cho-Nishi-ku, Yokohama, Japan 








For More Information Circle No. 413 
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| sheets up to 42” wide and is priced at 
| $63.80. 
| No. 471. 


For More Information Circle 


PARTITION PANELS 


Simpson Logging Co., 1040 White Bldg.. 
Seattle 1, Wash., introduces a line of 
panels for movable partition systems. 
Simpson Partition Panels are made with 
birch, mahogany and tempered hardboard 
surfaces in six thicknesses from 1%” to 
2%”, designed for use with numerous 


movable partitions systems. Kerfed pan- 
els are available with centerline kerf 14’ 
wide and 13/16” deep to accommodate 
¥4" «nick by 14%” wide spline. Tempered 
hardboard panels are available prime 
coated in 2 x 8, 4 x 4 and 4 x 8 ft. sizes. 
Birch faced and mahogany faced insulating 
panels are in sizes of 2 x 7 and 3 x 7 ft 
For More Information Circle No. 136. 


RUBBER CLEANER-RESTORER 


Schwartz Chemical Co., 50-01 Second 
St., Long Island City 1, N. Y., offers a 
rubber cleaner-restorer that is easily ap- 
plied to the surfaces of rubber parts in 
typewriters and other office machines and 
printing equipment. Rub-R-Vive is non- 
volatile and nonflammable. It renews the 
surface properties of platens, rollers and 
other friction rubber parts through its 


Tue Orrice—April, 1960 

















With S-O Ring Binder Features 


Experienced users of ring binders . . . from executive desks to 
office personnel... depend upon S-O Ring Binders for FAULTLESS 
service! Here's why: Rings gently slide apart without snapping, 
providing a w-i-d-e opening for easiest insertion and removal 
of material. A built-in steel hinged sheet lifter automatically carries 
every sheet freely over the rings — extending their lasting-qualities, 
almost immeasurably. 

For these important reasons, many of the nation’s largest users of 
ring binders are finding it wise to standardize, by choosing 
only FAULTLESS S-O Ring Binders — quality-made for longer life by 


STATIONERS LOOSE LEAF COMPANY F 
Recessed metal hinge 
246 East Chicago Street e Milwaukee 1, Wisconsin . can't scratch! 
114-116 East 13th Street e New York 3, New York 


Your Best Buy... it’s FAULTLESg 


For More Information Circle No. 257 
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GRAND TOTAL 





























Mod. 8561 
Printing Calculator 


‘ | 


EXCEPTIONAL! = 
NEW! 




















wy 


TOTALLA 
GRAND TOTAL LAGOMARSINO-FAI 


Viale Umbria 36 - Milano (Italy) 


Distributing Centers in U.S.A. 
NEW YORK, Check Writer Co., 565 Broadway 
Transforms complex CHICAGO, import Office Machine Co., 159 N 
: Dearborn St. 
calculations intoa SAN FRANCISCO, Northwest Lagomarsino, 
639 Howard St. 
. : LOS ANGELES, Wholesale Business Machines, 
simple and logical 7525 Beverly Blvd. 
ao sa Adding Machines Distributing Co.., 
: 2223 Caroline St. 
succession of auto- DALLAS, Wholesale Office Machines Co., 2000 
LOUISVILLE, ky ! 5 Mach 
H H LOUISVILLE, «» . Import Business achines 
matic operations Co., 1503 Bardstown Road. 
CANADA distributor: Naute Bros., 3615 Dan- 
forth Ave., Toronto. 











For More information Circle No. 236 
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surface plasticizer action on natural rub- | 
ber. The liquid is applied with a cloth. 
Surfaces are briskly rubbed to remove 
stubborn adhesion of ink and dirt followed 
by a wipe to provide a thin film which is 
absorbed to renew original feel, resilience 
and grip. This provides plasticizer action 
that assures softening of rubber surfaces 
without the drying effect resulting from 
cleaning with carbon tetrachloride, benzol 
or alcohol. (The use of kerosene and 
gasoline deteriorates rubber). Rub-R-Vive 
is distributed in pint, quart and gallon 
containers, subject to discount in quan- 
tities. For More Information Circle No. 


. 166. 
RITE-LINE copyvuoiper 
PHOTOCOPIER CABINET « SAVES EYESTRAIN ° TAKES COPY UP TO 20" 
Mim-E-O Stencil Files Co., 1051 N. | «promotes ACCURACY HOLDS NOTEBOOK 

Paulina St., Chicago 22, IIL, unveils | «INCREASES PRODUCTION «FITS IN DESK DRAWER 
Model 30-VC Copier Cabinet, designed e UNE MAGNIFIER EXTRA 
for the Kodak Signet and other copier Send for FREE Booklet describing RITE-LINE COPYHOLDER 
-gul . -guiring extr: ‘ 
equipment requiring extra top space. Top RITE-LINE CORPORATION 
working surface is 30” x 24”, providing a ie ee 





ror More information Circle No. 378 





BALL POINT 


WHOLESALERS & DEALERS 


Exclusive Territories Open! 


Be the Scotty distributor in your 
area, Make the extra profit. 


The pen color is the ink color! 

Medium Point 39c Fine 49c Broad 59c 
Eight Brilliant Colors and Repro Inks 
Every Pen Is guoranteed perfect 








Special prices for bids 


ample space for larger copier equipment Double your net profit with SCOTTY Pens 
plus supplies. The 20” x 20” cabinet base and standard refills @ Bulk and single pack 
has two 18%” x 19%” storage compart- | Mrite for catalogue sheets and discount on 
ments. Upper and lower compartments | the styles of pens and desk sets. 
are 734” and 15” high, to accommodate | 
supplies of paper, chemicals and acces- | SCOTTY ENGINEERING CO. 
sories. Work surface height is 282”, ad- | g winne Street ¢ San Francisco 5, Calif. 
For More Information Circle No. 379 
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365 Sixth Avenue 


Errors 
are 


Graypoint 
Eraser 
No. 3650 


IS 
“= AMAZING | 


There’s nothing like a Graypoint 
to sooth a secretary’s temper, to 
smooth away annoying errors, to 
save typing time! 


Typists appreciate wood-cased Gray- 
point Erasers, made like a pencil, 
comfortable and convenient to hold, 
like a pencil, Sharpen in a pencil 
sharpener or with a knife, like a pen- 
cil—to a point that picks-out typing 
errors cleanest, fastest. Graypoints 
won't roll off typists desks. 


Graypoint luxury gray rubber erases 
letters and words so easily that girls 
get a thrill out of these superb erasers 
just as soon as they use them. Quite 
likely, youll never notice the erasures. 
Multiply the time each girl saves by 
the number of typists in your office 
and you'll see substantial lowering of 
overhead. Give your girls Weldon 
Roberts Graypoints. 


Order from your stationer. 


WELDON ROBERTS RUBBER CO. 
Newark 7, N. 


World's Foremost Eraser Specialists 


J. 








For More Information Circle No. 362 
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justable to 30”. Reinforced heavy-gauge 
steel construction embodies smooth, round- 
cornered modern design. Long-lasting 
baked enamel finish is available in Verifax 
gray, frost green and fawn. Standard 
equipment includes four adjustable glides. 
Ballbearing casters with brakes are also 
available. For More Information Circle 
No. 133. 


DRY ADHESIVE 


Halber Corp., 4151 Montrose Ave., Chi 
cago 41, Ill., makes the Lectro-stik ad- 
hesive in dry bar form that never spoils, 
dries out, changes chemically, _ stains, 
wrinkles, shrinks nor curls paper; holds 
to practically any surface; is clean and 
dry. Is ideal for film, too, being trans- 
lucent. Lectro-stik is applied with an elec- 
tric coater that lays a non-sticky coating 
an inch wide, quickly and evenly. The 
coater uses little current. Two Lectro-stiks 


cover as much as a pint of rubber cement, 
yet costs. less than half as much. Only one 
surface needs coating and there is no 
drying time. Paper can be mounted in- 
stantly upon coating and may be peeled 
and re-adhered many times without re- 
coating. Actually, papers may even be 
precoated; won't lose their adhesiveness 
nor clump together. Light fingertip pres- 
sure makes paper stick to paper, glass, 
film, metal, paint, wood or any clean dry 
surface. Paper does not grab; slides easily 
into position. Burnishing produces a last- 
ing bond; holds to the edge of the paper 
without ooze. There is no need to clean 
up. If necessary, it may be. wiped off pa- 
per or photographs with a kneading eraser 
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ROYTYPE 


Vertex M-1200 Carbon Ribbon 


Roytype makes over 
1000 different ribbons 
for typewriters and 
tabulating machines. 
Your Roytype Repre- 
sentative can help you 
select the right ribbons 
for the job you do. 











Typed characters so sharp and clear 
that they snap, a ribbon so tough and 
durable that it won’t... that’s Roytype’s 
Vertex M-1200 Carbon Ribbon, the ribbon 
designed for your electric typewriter. 

Vertex M-1200 Carbon Ribbon is made 
of an extremely durable plastic film. So 
tough you need never worry about break- 
age while typing, so thin it reproduces the 
type face with cleanness and clarity. 

See your Royal Representative about 
Vertex Ribbons for all your typewriters. 


ROYTYPE ® carbon papers, ribbons, quality 
supplies for all business machines 
Products of Royal McBee Corporation, 
World’s Largest Manufacturer of Typewriters 


MAIL COUPON WITH YOUR LETTERHEAD 


Mr. ROY TYPE c/o Royal McBee Corporation 
Department N, Port Chester, New York 

Send a Roytype Representative who will explain 
your money saving coupon purchase plan 


Your Name 





Firm Name. 





Street Address. 








City 


For More Information Circle No. 391 
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VISUAL 


MAGNETIC 
CONTROL 


MAGNETS MOVE FASTEST—& EASIEST—OF ALL! 
a Simplest Control for PRICES & 
Priced From | Sales ¢ Production BROCHURE 


| Charts e Personnel OF-4 
| 


Maintenance e Scheduling 
| INCLUDING 


| MAGNETIC 
| ELEMENTS INST 
__} GET THE OB DONE REQUEST 


Methods Research Corp. 


105 Willow Avenue, Staten Island 5, N. Y. 


For More Information Circle No. 421 


Engler HOUR METER 





. . . For Business 


Machine Economy 


@ Increase Efficiency 
@ Improve Scheduling 
@ Eliminate Machine Inactivity 


Engler Hour Meters reduce total oper- 
ating or rental cost of tabulating equipment 
and business machines by registering hours 
of actual machine usage. Effectively put 


records on an accurate basis and substan- | 


tially reduce second shift payments. Many 
users have already realized large savings. 
Engler Hour Meters are easily installed and 
have been precision engineered and rug- 
gedly built for years of dependable service. 
Reasonably priced. Write for detailed 


bulletin OF-8. 
Engler 
Instrument Co. 


250 Culver Avenve. Jersey City, N. J. Phone HEnderson 4-6500 
For More Information Circle No. 422 
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Machine Loading 
Visual Presentations 
COLORFUL MAGNETS 
one’SHOW ok — 


(can be wiped off glass with a cloth). The 
electric coater retails for $7.95. Box of 24 
Lectro-stiks is $2.80. A box of Lectro-stiks 
is included with each coater. For More 
Information Circle No. 155. 


PROPOSAL COVER 


Amberg File & Index Co., Kankakee, 
Ill., introduces the No. 588 acetate-front 
portfolio in Pacific grade with crystal 
clear acetate front. This lends itself well 
for use where reports contain artwork. 
letterheads, photographs or Amfile’s color- 
ful No. 88 proposal sheets. Covers are 


11” x 8%” with rounded corners and have 
three double-tongue fasteners with eyelets 
on 4%” centers. The acetate front is 
bound to a colorful back including black. 
maroon, dark blue, light blue, orange. 
red, gray, green and tan. Orders can 
specify 25 covers of one color or 25 as- 
sorted colors to a box. For More Infor- 
mation Circle No. 165. 


BALLPENS & ERADICATOR 


Ink-Away Products Co., 109 Green St. 
Woodbridge, N.J., makes Ink-Away Eradi 
cator which removes ballpen ink from Ink 
Away ballpens. Simply place a drop of 
the liquid on the ink, then blot away. It 
leaves no smudges or faint lines and paper 


dries quickly and cleanly without distor- 


tion. Only Ink-Away ballpen ink can be 
eradicated with this product. Fountain pen 
inks also may be eradicated with Ink 
Away which is packaged with a set of 
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Needle, John 





How to find a Needle ...Ina Revo-File! 


...justtouch the buttonmarked‘N”, _T_—_— ~*~» 


and lift his card out. That’s correct, | 
it takes an average of 1% seconds | 
for Revo-File’s wheel to spin into 
position. Revo-File is entirely dif- | 
ferent from old-style tray or rotary | 
files in capacity, mobility, ease of | 
| 
| 
| 
| 


Dept. 0-460, Revo-File Division, 
The Mosler Safe Co., 


oo 320 Fifth Ave., New York 1, N.Y. 
: ‘ Send me information on MOSLER REVO-FILE 
NAME 
i : . TITLE 
finding and filing. Get all the facts. 
Use coupon today! 
REVO-FILE SYSTEMS DIVISION 
THE MOSLER SAFE CO. 
For More informatien Circle No. 278 


COMPANY 
ADDRESS. 
CITY 





Y 


Savines Sechat witt y ur rder f tt e new, ola: 

se Vertical 18”. -Its low $1095 price is at least 
$280 below similar ameras ffering fewer 
Os @e)aear-lale:. advantages In operatior ( 


YOU 
ha 


ut negative, phot Py and stat costs ‘up to 
GOODRWS Bee oo coe 
VERTICAL els Sastenc 
CAMERA Star Swe fom ai 
Provides 3-way savings... ° 


more exclusive features © Needs 
than any other make! # Spe 


\CTelerel lame celer-hA. 














The M. P. GOODKIN CO. 
Dept. A ¢ 112 Arlington Street « Newark, New Jersey 


For More Information Circle No. 237 





and valuables. It is made of strong .04 
transparent polyethylene with a patented 
closure that provides an airtight, weather- 
resistant seal simply by pressing the 
patented fastener together by sliding the 
fingers over it. It is easily opened by in- 
serting a finger at the top of the closure 
and giving a slight pull. Poly-Zip Hold- 
ers have a punched extension at the top 
for easy hanging and storage. All sides 


three colored Ink- 
Away _ ballpens 
with cartridges, 
each pen colored 
to match the con- 
taining ink; three 
matching refills 
which will also fit 
all standard ball- 
pens. The com- 
plete set retails for 
98c. Ink - Away 
Eradicator is also 
packaged separate- 
ly for 29c a bottle. 
Five Ink-Away re- 
fills are also pack- 
aged on a separate 
card for 29c— 
three blue, one 
green, one red. 
Quantity orders 
for pens, refills 
and eradicator are 
available for cor- 
poration, industrial 
or advertising us- 
age. For More In- 
formation Circle 
No. 111. 


SHEET- 
HOLDERS 


Chicago Desk 
Pad Co., 4640 N. 
Oketo, Chicago 31, 
Ill., has developed 
the Poly-Zip holder 


for forms, cards, 


Tue Orrict 


are closed, with three 




















with |BIR 








sides heat sealed 


Y| self-sticking 


CORRECTION SEALS 


Made of super-thin Mylar® 

. . feeds freely, won't jam 
equipment. Highly visible 
opaque red color easy to 
spot. Fast to apply. Low 
in cost. Order red and trans- 
parent seals from stock; sil- 
ver on special order. Send 
for free sample. 


w. #. GIDE co. + 770 w. GueNDALE AVE. * MILWAUKEE 9, WIS. 


Manufacturers of Quality Pressure-Sensitive Tape Products ° Est. 1914 
SALES OFFICES: Atlanta « Boston ¢ Buffalo * Chicago © Cincinnati * Cleveland 
Detroit * Hartford « Los Angeles * Milwaukee © New York © Newark ¢ Philadelphia 

St. Louis * San Francisco * Brampton, Ontario, Canada 


For More Information Circle No. 402 
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OFFICE AIDS BY 


spell 


volume sales and profit! 


FLEXIBLE STEEL KLERADESK —- MODEL D. 
Combines three vertical compartments 
— two horizontal sections. Indexed for 
greatest filing efficiency 


i= 
Attaches to 
Model 6V. Provides pro- file drawer. Leaves hands 
tective place for papers. free. Removes instantly. 


e ane a ee gee * eae" 


ms = 
Adapto-Rack 
Sectional 
Organizer 


Cata-Rack 
for Catalogs 
and Books 


bape 


“Capillary Action"’ 
Hondi-Pen 


Ideal **Build Up"’ 
Sponge Sanitary Horizontal 
Cup Moisteners Desk Tray 


and prices. 
VA 
y 
12-4 Sengbusch Building 


Milwaukee, Wisconsin 
For More Information Circle No. 363 


Write today for full information 
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and the patented closure at the top. Water 
and oil resistant, with complete record 
visibility, Poly-Zip holders will not crack 
or yellow but remain flexible throughout 
long and continuous use. For production 
tickets, memos, instruction sheets, specifi- 
cation tables and other sheets, cards or 
documents up to 11” x8%”", the 7911 is 
91%" x12” and lists for 30c. The 7049 
is for insurance policies, mortgage papers, 


stock certificates, financial documents, etc.; 
has an overall size of 5” x 10” and lists for 
20c. The 7037 is for transmittal and stor- 
age of punched cards and forms, an over- 
all size of 4” x9” and lists at 15c. The 
5” x7” 7046 can be used to hold I.C.C. 
and state license certificates, photocopies, 
stock control cards, maintenance tickets, 
etc., and lists at 15c each. All Poly-Zip 
Holders come 50 to a box and can be 
imprinted on special orders. For More 
Information Circle No. 138. 


STAPLER 


Arrow Fastener Co., | Junius St., Brook 
lyn 12, N. Y., makes the Model 210 De 
Luxe Standard Stapler. A rear loading. 
staple feed-bar locks staples in place on 
top as well as both sides, eliminating pos- 
sibility of staples bunching up. Stapler 
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Modern 
Offices 


Invoice r 
I] 11] 
Hi 
| 


EICHNER \) 


Hotamat 


The machine with fully automatic controls. Change programs by 
simply turning a knob. Extremely fast. This is truly the perfect 


AUTOMATIC INVOICING MACHINE 


for the most efficient operation. It belongs In every modern account- 
Ing department. Full particulars from 


Automatically! 





EICHNER-ORGANISATION 


Unterlindau 21-29, Frankfurt/M, Germany * Telephone: 72365! * Telex: 04-12056 
For More Information Circle No. 294 
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Get EXECUTIVE copies 


from your direct print 


copy machine with... par. 


lipeed cal TRANSLUCENT MASTERS 


mrincomee e SHARP enough for the Board of 
wes Directors 


e FAST enough for the busiest 
executive 


e INEXPENSIVE enough for the 
smallest budget 


e From the most detailed engineering PAT F R S 0 N 


drawing to typed or handwritten re- 


ports, every line is clearly reproduced M4, 8) 
in seconds with Patapar Translucent : : : ARCH M ENT 
Parchment masters. % 
Save time, save dollars and add PAPER CO. 
greater efficiency to your office. - BRISTOL. PA 
Write for samples of Patapar Trans- 
lucent masters. They’re available in a 
range from lightweight to rigid card 


PATERSON PARCHMENT PAPER COMPANY, Bristol, Pennsylvania 
Please send me sample kit and information about Patapar® Translucent Masters. 





e 
(PLEASE PRINT) 
Title 





Company. 
Address 

















For More Information Circle No. 263 
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quickly detaches from base for use as a 
tacker. Movable anvil easily adjusts to | 
temporary, permanent or pin stitch. A 
visible refill indicator enables user to see 
at a glance when staples are running low. 





The broad base provides stability and bal- 
ance. Acoustical rubber pad on base re- 
duces stapling noise. Has large capacity 
to take 230 staples and its 44%” throat 
reaches in further from paper edge. For 
More Information Circle No. 129. 


FOLDING MACHINES 


Print-O-Matic Co., Inc., 724 Washing- 
ton Blvd., Chicago 6, IIl., unveils two 
Fold-O-Matic folding machines for large 
offices, and as auxiliary equipment for 


printers, lettershops and binderies. The 
table-top models fold sheets from 4” x 4” 
to 17% 22” at speeds up to 9000 per 
hour, in all types of parallel folds. The 
machines will slit, perforate and score, 
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NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN | /3 THE TIME... 


PRINTS FROM THIS 


e eS 
_ 


IN A SECOND 


attach a 
PRESS-ON MASTER PATCH 


to your ledger cards! 
SAVES YOU TIME! 


addressing in the 
66%. 


PREVENTS ERRORS! piiminates wrong 


addresses, transpositions of characters, 
misspelling, etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 


e Just type the name and address ONCE on the 
PRESS-ON MASTER PATCH hey’re easily pre 
pared in an ordinary typewriter . . ho special 
equipment required, 

e Attach the adhesive backed MASTER PATCH to 
your tedger card. They press-on instantly s to 
existing records of any size or shape . . no need 
to change your present accounting system 

e Address statements, month after month from your 
ledger card . . . Automatically! 


PRINT WITH THE | MACHINE COMPLETE $70- 00 
MODEL 60 WITH SUPPLIES 
Master Addresser | FOR 500 ACCOUNTS 


Reduces statement 
average office up to 


Plus Fed 
Exe. Tax 


MASTER ADDRESSER COMPANY 
6500-0 West Lake St. « Minneapolis 26, Minn. 
For More Information Circle No. 387 
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or vertically crease with or without the 
folding operation. The flick of a switch 
control changes from single to double 
parallel folds. A snapout axle allows slit- 
ting, perforating or scoring; takes a min- 
ute to install. Both the All-Purpose FH- 
6AP and the Heavy-Duty FH-5HD have 
features that save time and produce more 
economical output. Patented feed cap 
eliminates need for constant supervision. 
Micrometer paper thickness calibrating 
assures accurate feed of 12 to 100-Ib. 
sheets from half-ream loads. A window 
in the top of each unit permits instant calli- 
bration of second-fold setting. Adjustable 
pressure on third and fourth rollers per- 
mits folding sets of up to six stapled sheets 
of 20-lb. stock. Extra heavy duty uni- 
versal motors are designed for continuous 
operation. Streamlined design and golden 
beige baked enamel finish suit any office 
decor. All moving parts are hardened 
steel in either self-lubricating Oilite or 
ball bearings. For catalog sheets, Circle 


NEW! All Purpose 14%.” PAPER CUTTER 
SAFE... ACCURATE...STURDY...EASY TO OPERATE 


At a Sensational Price 
Only $139 50 ist 


HEAVY DUTY 
PAPER PRESS 
FULL WIDTH 
ADJUSTABLE 
BACK GAUGE 
CUTS 11%” 
THICKNESS 


PORTABLE 


WICKEL-PLATED 


NO STAND OPERATING PARTS 


REQUIRED 


AUTOMATIC 
SAFETY DEVICE 


ANYONE CAN OPERATE the NEW HOMS M14 All Purpose 1412” 
Paper Cutter easily, accurately and in complete safety. Precision 
engineered, the Model M14 has features matched only in higher 
priced cutters . . . such as: automatic safety device, heavy duty 
paper press, full length side guide, full width adjustable back 
gauge and two permanent rules so that back guide may be set 
and locked for any paper size required. See your dealer TODAY! 


RUBBER STAMP PRESS 


Berkroy Products Co., 1171 East 32nd 
St., Los Angeles 11, Calif., presents the 
Berkroy Rubber Stamp Press. Easy to 
operate, the unit is equipped with a built- 


in timer, heat indicator and thermostatic 
control for simple, two-step operation. It 
is compact, measuring 8" x9” x10” and 
weighs 75 Ibs. It operates on 110-volt 
A.C. The case is all steel with heavy duty 





HAPEE Acdresseermech.Mij. 
Sovleverd 10 zzist 


HAPEE ADDRESSING MACHINES 


Electric operated on stand. $146.00 
Foot operated on stand ...$ 62.50 
Hand operated 





Equipped with: selector 
(skipper), automatic repeating 
printer, auxiliary printer, lister 











WRITE TODAY for BROCHURES PPTETS 2 L@).', bodes 
Complete INFORMATION, HOMS 1314 ROLLINS ROAD 


Office Products, Department O: FTTTE CLL 
For More Information Circle No. 398 
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and tag lister for paper rolls. 
Hapee Addresseermachine Mij.c.v. 
ZEIST /Holland 


For More information Circle No. 399 


For More Information Circie No. 472-5 








Completely new -- 
and pre-tested 
for sales 


The "magic strip" typewriter cleaner 


qe KLEENTYPE® rolls into typewriter as ordinary paper... 
& Each key is typed on "magic strip" 4 to 5 times... 


[3 Typewriter is as clean and sharp as new. 


Suggested Retail: 39¢ a box of 10 strips 


$4.68 a dozen boxes (double your investment) 





Shipping charges prepaid. 
(Incentive discounts for 3 dozen or more) 


Each dozen complete with self-selling,easel-backed 





display card. Just set it up and let it sell! 


Kleen-typeé 


44 East 53rd Street * New York 22, N.Y. * Plaza 5-8522 





Electric 
Calculating Machine 


DIEHL RECHENMASCHINENFABRIK 
NURNBERG, STEPHANSTRASSE 49 


For More Information Circle No. 411 





steel frame construction and solid alumi- units are 36” wide. Optional, doors with 
num platens. Finished in attractive, long- or without locks can be easily added at 
life, heat-resistant, black crackle paint. any time to any basic one- or two-shelf 
Price complete is $189.50 f.o0.b. above. 

For free catalog, Circle No. 144, 


> 


STORAGE CABINETS 


Dolin Metal Products, Inc., 315 Lexing- 
ton Ave., Brooklyn 16, N. Y., offers build- 
up modular storage cabinets, called Stack- 
Shelves, which stack together in minutes 
to any height or width. They can be used 
under windows, around doors, next to 
desks, as counters and room dividers or 
attached together into solid rows. Each is 
rigidly welded into one compact unit with 
full sides and backs. Shoulder front con- 
struction.adds rigidity and gives an attrac- 
tive front office appearance without the 
usual punched angle post construction. 
Each shelf is reinforced underneath. 
Stack-Shelves are available in one-shelf unit. Finished in attractive green or gray 
unit, 11%” high; two-shelf unit, 234%” baked enamel. For literature, Circle No. 
high; in 12%” and 151%” depths. All 162. 


HONDA 1110 SIDED CLEANER SUEETS 


REDUCE WASH-UP TIME 


AVAILABLE IN THE FOLLOWING SIZES 


1250 ATF 15 

1250W A B DICK 30 
2066 S.D. A B DICK 350 
2066 L.D. Miehle 17 
Davidson 221-241, 251 Photostat 1115 
Davidson 233 Photostat 1116 


AVAILABLE FOR SLOTTED, PINBAR, OR 
STRAIGHT EDGE CLAMPS 
rc 


Gentlemen, 
please send name of local Rolcor dealer 


NAME 





COMPANY 


ROLL-O-GRAPHIC CORP. {°°°" 
133 PRINCE ST. NEW YORK 12, N.Y. ¢ 


For More Information Circle No. 380 











Tue Orrice—April, 1960 








DEALERS 


HERES A 


r= — PROFIT 
- = opportunity 
Yt 


~_- 


ae 


— 


Our Snap-Apart Forms 
standard of quality for years. For 
printing; just right ‘'snap-apart'’ 
they are unexcelled. 
BUSINESS FORMS 

customer satisfaction. 


have 


snap-aparts 


been a 
fine 
action, 
INTERNATIONAL 


assure 


PHOTOCOPIER 


Nord Photocopy & Business Equipment 
Corp., 300 Denton Ave., New Hyde Park, 
N. Y., introduces an automatic dry han- 
dling machine that copies all color and 
inks. Called the Auto-Flow Model 99, the 


unit’s operation is controlled within the 





Continuous Forms, TOO! Now—offer your 
customers Continuous carbon-interleaved 
forms — Line Hole Punched Tabulating; 
pasted; or stapled—up to 10 parts. In 
Continuous as in Snap-aparts 


, Interna- 
tional means quality—at the right price 





INTERNATIONAL BUSINESS FORMS 

offers: 

QUALITY Forms, produced on mod- 

ern rotary equipment sold only 

through our dealers. 

COMPETITIVE Prices — liberal 
discounts — You're 
with an 
tage, 


dealer 
running" 
IBF Quote. Quantity advan- 
too! Orders accepted for , only 
2500 sets of Snap-Aparts -NEW POLICY! 


DELIVERY PROMISES you can 
on. 


“in the 


count 
Try us on one job and see! 
EASY-TO-USE PRICE LIST — Anyone 
can make estimates with a little 
practice. 

RAPID QUOTATION SERVICE — Your 
quotation requests handled 
ONCE. Same day 


AT 
if specified. 











r complete information on this 
nternational. We are 
r ability to satisfy the Dealer 
WRITE NEW DEALER DEPT Li 


; INTERNATIONAL BUSINESS FORMS | 
ae a a aera 


E. 26th ST.*LITTLE ROCK, ARK 


circuitry of the mechanism, eliminating 
operator error and waste 


The user never 


| : 

handles fluids or mixes chemicals. All 
| copies are crisp and clean, first or thou- 
| sandth, from originals that may be hand 


written, typed or printed; single pages or 
bound books. 


Price is $199. For More 
Information Circle No. 127 


DESK WRITING SET 

Mastercraft Pen Co., 883 Abrego, Mon- 

terey, Calif., says that smart styling com 
bined with 


matching telephone colors 
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LOW-COST 
SMART * STURDY * VERSATILE 


MASO new book- 
cases, with decora- 
tive design and ; 
beautiful finish, : o ; pm eg oa 
have a wide variety ne 
of uses. Attractive 
as corner or wall 
bookcases — indi- 
vidually or 
grouped; island di- 
viders; counters. 





Provide working, 
shelf or counter 
area; office or stock 
room storage. 





42"° MODEL 














a 
Choice of finish to blend with modern office or store furnishings: 
Desert Tan, Mist Green, or Gray. Adjustable shelves. Open, or 
choice of two types of sliding doors—steel or glass. 
jn i Finish is baked-on-enamel. All models in 12” or 
' 18” depths. Readily convert to door or basic unit 
\ style. 


a 


PH 


INTERSTATE METAL PRODUCTS CO., INC. 


Office Equipment Division 


666 LAKE SHORE DRIVE, CHICAGO 11, ILL. 
Please send your FREE CATALOG giving complete information on new 
MASO bookcases and supply units. 


Name.. 


Title 


(Ci) 


For More information Circle Ne. 
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make the Monogram desk writing set a 8 ozs. per set, retail price $1.30, f.o.b. 
useful and attractive accessory. The set above. For More Information Circle No. 
is weighted to double in service as a paper- 160. 
weight and has an integral, non-marring 
base plate. Entire unit precision molded 
in Forticel. Matching ballpen comes in a 
choice of blue, black, green or red inks 
with fine or medium points. Each set is 
individually boxed and _ unconditionally 
guaranteed. Available with imprinted ad- 
vertising message Or monogram initials at 
slight additional cost. Shipping weight is 





OFFSET 
INK ROLLERS 


The es “oO Cc 97 | Chicago Mani- 
FFI E fold Products Co., 

6455 N. Avondale 

CONVEYOR Ave., Chicago 31, 


Ill., makes preci- 

sion Syn-Tac Ink- 

ing Rolls as _ re- 

placement equip- 

ment for Master- 

lith, A.T.F. Chief 

15 (Whitin) and A. 

B. Dick 350 ma- 

‘ chines. According 

A iaw CONCEPT to the manufac- 
turer, the rolls are 

IN made of finest 

quality synthetic 

rtatomatiou rubber for. uni- 
formity in ink dis- 

tribution. Roll 
shafts are preci- 
sion-machined, per- 
fectly matched to 
offset duplicating 
machines for 
which they are de- 
signed. Long-wear- 
ing and  mainte- 
nance-free, Syn- 
Tac Rolls are said 


er 


A versatile and 

flexible office conveyor 

designed for handling of 

departmental and interdepartmental 

paper work movements. This unit moves 

individual forms and documents at - miniaies te- 

any speed to meet specific flow requirements. slacoment “ee . ag 
Executives engaged in time study, methods, systems and provide long 
or procedures are invited to write for Bulletin No. 500. dependable service 
even under the 


ERCURY INDUSTRIES, INC. pressures of large- 


365 BROADWAY © HILLSDALE, N. J. volume, high-speed 
runs. The rollers 











For More Information Circle No. 400 
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LIST SELECTION 


AND 


ADDRESSING FLEXIBILITY 


ATA FRACTION  \ Gem 
OF THE COST | 
YOU'D EXPECT TO PAY! 


SCRIPTOMATIC Model 10-S ADDRESSING MACHINE 


Designed to bring automatic list handling and addressing 
selectivity within reach of every mailing list user. Dependable 
electronic sensing feature permits the Scriptomatic Model 10-S 
to selectively address and count simultaneously without dis- 
turbing file sequence. 


The Model 10-S simply reads the notched edges of any card and 
prints from it or skips it according to program. Masters are 
made easily by any typist with electric typewriter in a fraction 
of the time required to make stencils or plates. Dollar savings 
are as drastic as the cost of paper versus metal, with extra 
bonuses in lower labor requirements and far less filing space. 
The Scriptomatic Addressing and Data Writing System repre- 
sents the “perfect marriage’ of punched card records and 


addressing equipment. Write today for details. 
s1001 


SCRIPTOMATIC, INC., 1101 Vine Street, Philadelphia 7, Pennsylvania 


Modern Addressing—Data Writing Machines and Methods 


For More Information Circle No. 318 
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IN THE HEAT PROCESS COPYING METHOD 


COPY COSTS CAN BE 
LOWERED 


BY AS MUCH BQ) 9% wit 


TOWN-FAC 


THE TWO WAY PAPER 





OLD TOWN’S NEW DUAL PURPOSE 
COPYING PAPER 


Yes it’s true... you now can lower your per copy 
costs by almost 50% with TOWN-FAC.... Its 


dual purpose usage: as a carbonless copy paper or 





as copying paper — will lower costs even more — 


ask for a demonstration and prove to yourself 





that high copy costs are a thing of the past. 


OLD TOWN CORPORATION 


Established 1917 


750 Pacific Street, Brooklyn 38, N. Y. 


For More infermatien Circle No. 275 
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are individually packed and available for | 
For More Informa- | 


immediate delivery. 
tion Circle No. 123. 


STORAGE CABINETS 


Akro-Mils, Inc., Box 989-T, Akron 9, 
Ohio, announces that an improved plas- 
tic drawer is now standard equipment 
with all J series A-M cabinets. This offers 
infinite flexibility of compartment sizes 
which are completely adjustable front to 


back and can be divided lengthwise too. 


The clear plastic divider clamps tightly in 


place (patent pending) to end creepage and | 


improves clarity. A measure scale on 
drawer bottom provides visual inventory 
control, and aids in counting contents. 


J series A-M cabinets are made with from 


eight to 128 plastic drawers. For complete 
literature, Circle No. 187. 


# 
Did It Make You Laugh? 


Humorous incidents occur occasionally in 
every office. Why not pass the laugh along 
to your fellow executives? Send us a short 
account of an amusing office occurrence. 
If it’s published, you'll receive $25. Your 
name and firm will not be printed (unless 
you want it to be). Unused contributions 
cannot be returned. Address: Anecdote 


Editor, THE Orricre, 232 Madison Ave., | 


New York 16. 
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HOW CAN YOU USE 


codex im 


IN YOUR BUSINESS ? 


Ge _ © COMPARE SALES 


a | @ CONTROL PROFIT 


FT © MEASURE PROGRESS 
le: 


Nearly 1000 Different 
Cross-Section, Business 
and Engineering Sheets 
in Stock For Same Day 
Shipment. 


For More Information Circle No. 384 





For Busy Executives... 


Iphabetical 
B usiness 


-[@.. FILE 


... As Simple as ABC to select 


any of your cards on file 


* ALPHABETICAL SLOTS a = 
HOLD UP TO 500 
CARDS 


* TOP SELECTOR KNOB 
POPS UP THE CARD 
YOU WANT 


+ ATTRACTIVE 
+ INEXPENSIVE > F 
FOR COMPLETE INFORMATION AND PRICES, WRITE 


E-Z-FILE mfg. by T& H INDUSTRIES 


8528 FISHMAN RD., PICO RIVERA, CALIF. 


For More Information Circle No. 385 
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ACCO BINDS BEST 


HUN AS 








Acco binders secure records, invoices, catalogs, 
safely—papers can’t slip out. No needless bulk! 
Unlike ordinary binders, trim, space-saving Acco 
binders slim to their contents—whether 1 sheet or 
1000 sheets. 5 colors. Many sizes — from 36 ¢ up. 


ASK FOR ACCO’s new booklet G) 
*‘IdeasThat SaveTime and Space” AC C oO | a La E tay & 
—available free at office outfitters. 

GENUINE PRESSBOARD BINDERS 
Or write: ACCO PRODUCTS, 
A Division of Natser Corporation, Ogdensburg, N. Y.- In Canada: Acco Canadian Co.. Ltd.. Toronto 


For More Information Circle No. 279 @ co. tu 





STUNT BOX 


Teletype Corp., Dept. SP-9, 4100 Ful- 
lerton Ave., Chicago 39, Ill., offers a new 
20-page, four-color brochure, “Teletype 
28 Stunt Box,” to provide users and po- 
tential users of Teletype Model 28 equip- 
ment with an understanding of how the 
page printers and automatic send-receive 
sets can be utilized to maximum capabili- 
ties. The booklet completely describes 
this exclusive built-in control mechanism 


and gives a basic explanation of Teletype 
equipment, its operation and application. 
All technical explanations are color-keyed 


for easy comprehension. A page-selector 
key lists brochure organization as a guide 
to every page. Detailed explanations 
should be of special interest to those con- 
cerned with message and data communi- 
cations ‘system design, integrated data 
processing, automation, data collection, 
production control, code conversion, digital 
telemetering, error checking and similar 
applications. For this booklet, Circle No. 
197. 


OFFSET DUPLICATOR 


A. B. Dick Co., 5700 W. Touhy Ave., 
Chicago 48, Ill., offers a six-page brochure 
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on their new Table-Top offset duplicator. 
Designed to relate the flexibility, advan- 
tages and features of the Table-Top offset 
duplicator, the four-color 8%” x 11” 
folder combines illustrations and words in 
a dramatic product presentation. For a 
copy, Circle No. 184. 


BUSINESS LETTERS 

American Automatic Typewriter Co., 
Dept. A, 2323 N. Pulaski Road, Chicago 
39, Ill., offers the second edition of “Sixty 
Best Business Letters,” which explains how 
people in different fields have solved their 
correspondence problems. A_ valuable 
reference source for both the secretary 


Best 
Busines* 


Letters 


and businessman it displays 60 samples of 
1959’s best sales letters, collection requests, 
answers to inquiries, “thank you” notes, 
adjustments and many other kinds of 
successful letters from manufacturers, re- 
tailers, financial institutions, hotels and 
schools. Also included is the complete 
line of 1960 Auto-typist machines for per- 
sonalized, automatic letter typing. For a 
copy of this book, Circle No. 196. 





THE a 
PAS KEY 
COIN CHANGER 


OFFERS QUALITY, 
DESIGN, PERFORMANCE 


Vi 


= @ & 


& 


The 19 Key COIN MASTER brings to your 
customers the speed and convenience that 
only an MP coin changer can give—instant, 
exact change every time—simply by press- 
ing one or two keys. 

¢ Styled in Sturdy Aluminum with grey 
hammertone finish ¢ Available with roll- 
out or bank cup delivery ¢ $100 capacity 

Price only $215 plus tax 


Ask your dealer about the wide choice of 
other MP Coin Changers 


Since 194( 
rr METAL PRODUCTS ENGINEERING 


M, 4000 Long Beach Ave. 


Los Angeles 58, California 














For More Information Circle No. 423 


CONFIDENTIAL 


MAP FILE 
MT4 — WITH 
LOCKING DOORS 


STURDY METAL CABINET 
map file, has 112 tilting 
tubes. Easy to file and 
find maps, tracings, blue 
prints to 60”. 

Patent No. 1610368 MAIL ORDER TODAY 


SCOTT-RICE CO. 610 S. Main. Tulsa 19, Okla. 
For More Information Circle No. 424 
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| report. 


1 head. 


GRAPHIC DATA PRESENTATION 


Codex Book Co., 74 Broadway, Nor- 
wood 18, Mass., makes a complete line of 
almost 1000 different chart sheets for 
graphically presenting business, stock mar- 
ket, engineering and_ scientific data. 
Graphic presentation of general business 
data (inventory, sales, production, etc.) is 
not as widely used as is engineering and 
scientific data. Yet there are graphs for 


showing progress reports in any time in 
terval (minutes, hours, days, months. 
years); charts on cards for simplifying 
complicated records; Gantt and Schlink 
charts; map and state charts: pie charts: 
and other sheets to illustrate any type of 
Codex publishes an informative 
94-page booklet that tells why and how 
to use the different kinds of charts, and 
illustrates each in color. This should 
prove valuable in reducing lengthy reports 
to charts for easier analysis. For the book- 
let, write above address on your letter- 
For More Information Circle No. 
177. 


BINDER PLANNING MANUAL 


National Blank Book Co., Holyoke. 
Mass., offers “A Planning Manual for the 
Design of Loose-Leaf Binders.” It con 
tains a check list of factors to consider 
before calling the artist or printer to pro- 


| duce catalogs or any other material that 


is intended to go into a binder. The fac- 


For More Information Circle No. 219—> 





Free Timesaver! 


Handy desk dispenser keeps “ScotcH’’ BRAND 

Cellophane Tape at your fingertips for dozens of mending, 
sealing, protecting jobs. Sturdy metal dispenser 

is weighted to let you pull off and cut tape 

with one hand. Uses thrifty 1296” rolls of tape! 


Now... get a deluxe desk dispenser 

free when you buy one at regular price 
with 12 rolls of “SCOTCH” BRAND 
Cellophane Tape. Choose Deal “R’’ or “‘S”’ 
below, but hurry, offer limited. 


“SCOTCH” and plaid design ore : Take this coupon to your stationer 


registered trademarks of 3M Co. 


or office supplier: 
Miienesora << DEAL ‘‘R”’: 12 rolls 34” x 1296" “ScoTcH” BRAND 
GS Cellophane Tape with Deluxe Desk Dispenser. 
Miaine AND ‘Saaee Second dispenser free! 
Maanvracrurine COMPANY DEAL ‘‘S’’: same as above, but with 12 rolls 
16" x 1296” tape. 
Offer expires June 30, 1960 


.»- WHERE RESEARCH IS THE KEY TO TOMORROW 








IN QUALITY 


FIRST w Pearman 


VERTICAL FILING SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


FOR 
NEGATIVES @ OFFSET PLATES 
STENCILS @ SKETCHES © ARTWORK 
MASTERS @¢ X-RAYS 

ATLAS HANGERS AND CABINETS 

Only Atlas manufactures a complete 

line of cabinets and hangers in 1112”, 

14”, 18”, 22”, and 24” widths. 

DNP Hangers (illustrated)—for offset 
plates and negatives 

SH Hangers—for serrated edge offset 
plates 

PH Hangers—for pinhole edge offset 
plates 

PSC Hangers—for straight edge plates, 
negatives, stencils 

DSH Hangers—for standard stencils 

DGR Hangers—for foreign heading 
stencils 

File-Grip (TM) Hangers—for large off- 
set plates, blueprints, maps, etc. 

Write For Complete Literature 


|) ATLAS +: 
f — pi 10 VERTICAL (D —— 
U = oe te ap FILING 7 SYSTEMS 
FOR STENCILS, OFFSET PLATES & NEGATIVES X-Ray ETC ° 


>_> 


ATLAS STENCIL FILES CORP. 
16716 Westfield Avenue, Cleveland 10, Ohio 














For More Information Circle No. 367 
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tors are divided into planning and produc- 

tion sections. Then there is a form to be 

filled out with complete specifications for 

the job. Use of this manual may save 

money and produce better results. For a 
copy. Circle No. 174. 


TYPE INDEX 
American Type Founders Co., 200 El- 


| more Ave., Elizabeth, N. J., offers a 32- 


page Handy Type Index and Price List of 
ATF type. The two-color 8%” x 11” 
catalog shows one-line specimens of all new 
and revived ATF faces. It also gives com- 
plete information on sorts, spaces and 
quads, leads and slugs, character quantities 
in fonts, etc. A description of ATF Alpha- 
bet Cards, a production aid for layout art- 


| ists and type specifiers, is also included, to- 


gether with The Anatomy of ATF Type, a 


| detailed illustrated glossary of terms used 
| in type specification. For this type index, 
Circle No. 205. 


COMPUTER SYSTEM 


Royal McBee Corp., Data Processing 
Div., Port Chester, N. Y., describes the 
Royal Precision RPC-4000 _ Electronic 
Computing System in a six-page brochure. 
The RPC-4000 is a fully-transistorized, 
stored program, general purpose comput- 
ing system, for both engineering and busi- 
ness data processing. Brochure gives spe- 
cifications, describes components of the 
system and its applications. For this S-483 
brochure, Circle No. 178. 


FURNITURE 
Western Mfg. Co., Aurora, Ill., has re- 


| leased a 24-page catalog displaying their 
| entire line of steel office furniture, includ- 


ing several new products. Shown are 
desks, file cabinets, tables, bookcases, cre- 
denzas and accessories. For a copy of 
this colorful catalog, Circle No. 179. 


PENCIL SHARPENER SERVICING 


Joseph Dixon Crucible Co., Jersey City 
3, N. J., has prepared an illustrated man- 
ual, “How to Service and Repair Your 
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Job can be done in roomlight—next to your camera and duplicator 
—with new Kodak Ektalith Loader-Processor and Transfer Unit 


New, low-cost Kodak method gives you 
photo-offset masters in less than 2 minutes! 


Kodak’s new Ektalith Loader-Processor 
ends need for a darkroom or large 
processing area .. . lets you make low- 
cost offset paper masters—reduced, en- 
larged or same size—right on the spot. 

This ingenious unit lets you load high- 
speed Kodak Ektalith Transfer Paper 
and process it in roomlight after camera 


Attached Kodak Ektalith 


Transfer Unit puts image on low-cost 


exposure ! 


paper master. 


New Kodak Ektalith Copying Unit 


K OOA K 


li to change witli notice “i i 
Ekta ith ... puts you ahead in offset MSOC SS 


gtr eS @ 


brings another big plus—lets you make 
up to 15 direct paper copies (reduced, 
enlarged, same size) without making 
masters or running duplicator. 


Costs are low—less than $800 for 
complete Kodak Ektalith setup above. 
Free booklet tells all! Phone 
local Kodak Ektalith 
dealer or write Eastman 
Kodak Company Graphic 
Reproduc tion Division, 

Rochester 4, N. Y. 
Price is list and subject 


i 


TRADEMARK 


For More Information Circle No. 336 
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LOOK FOR THE DIAMONDS 


Perfect for hand application, new Diamond Mail Aide 
labels are designed especially for low-cost automatic 
application by Eureka’s Mail Aid Applicator. 


These labels contain all the important features that 
have made the Mail Aid line the finest available. 
With the added feature of diamond perforations, you 
can change from manual to automatic application at 


your convenience. 


The Mail Aid Applicator is capable of addressing 
mailing matter of a wide variety of stock ranging 
from post card thickness to 14” and up to 12” in 


width. Up to 13,000 pieces can be labeled in an hour 


Your stationer soon will have regular numbers of Dupli-Stickerse, Dupli-Snape, and Dupli-Quike 
labels with diamond perforations. Remember — even if you plan to continue manual application 
— Diamond Mail Aid labels are your best buy. 


SEE EUREKA SPECIALTY PRINTING CO. 530 Electric Street * Scranton 9, Pa. 
. 


LAS 
PLI-QUIK, DUPLI-SNAP ARE REGISTERED TRADEMARKS MAIL AID ANO ARE REGISTERED TRADEMARKS IN U.S. PAT. OFF 


ANADA 


For More !nformation Circle No. 276 
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Pencil Sharpener.” Symptoms that plague 
a pencil sharpener have been diagnosed 
and cataloged to make it easier to keep 
this office instrument running smoothly 
and efficiently. Easy-to-follow illustrations 
accompany servicing directions. The man- 
ual also contains an article entitled “How 
to Sharpen a Pencil,” which is a sequel to 
Dixon’s booklet called “How to Erase.” 
For a free copy, Circle No. 180. 


OFFSET PLATEMAKERS 


NuArc Co., 4110 W. Grand Ave., Chi- 
cago 51, Ill., describes its line of seven 
Flip-Top platemakers in a bulletin “Flip- 
Top Platemakers.” Included are many 
recent additions to the line. Sizes now 
range from the FT-18, for plates up to 
13” x 18”, to the FT-62 for plates up to 
50” x 62”. The Flip-Top, a console plate- 
maker, incorporates a revolving vacuum 
frame on top and a carbon arc lamp in 
its base. Sizes, prices and electrical char- 
acteristics are given for all units. For 
bulletin N500-0, Circle No. 173. 


COPYING MACHINE GUIDE 


Minnesota Mining & Mfg. Co., Dept. 
$9-462, 900 Bush Ave., St. Paul 6, Minn., 
offers a convenient slide rule comparator, 
listing complete details on office copying 
machines made by ten different manufac- 
turers. Designed to aid the prospective 


purchaser in his selection of the proper 
copying equipment, the comparator con- 
tains information on machine and paper 
costs, types of copying processes, number 
of copies produced per minute, number of 
processing steps and details on nine other 
categories. For a free comparator, Circle 
No. 168. 





CUT YOUR 
MAILING COSTS! 
with the Model No. 6 


THIS portable table SAXMAYER 

Model No. 6 is especially adapted to 
tie letter mail—also designed for 
general purpose tying of bundles 
in any sequence up to 6” high without adjustments. 


and casters available at a small additional cost. 


Adjustable legs 
All SAXMAYER 


tyers are noted for SAFETY—automatic releases where needed; 
SIMPLICITY—all working parts are interchangeable; not only 
attractive in appearance but also EFFICIENT—fully automatic, speedy, 


firm, non-slip ties, economical] in twine and time. 


prove it on our trial basis. 


Let us 


WRITE DEPT. J 


NATIONAL BUNDLE TYER CO. 
Blissfield, Michigan 








For More Information Circle No. 383 
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PROBLEMS 
SOLVED “| 


3 PHONE 


1. Safeguarding privacy. 

2. Quieting the office. 

%. Better hearing—noisy pluces. 
HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 

Write for Literature. 
HUSH-A-PHONE 


72 Madison Ave. 
New York 16 


| contains 


| control punched forms; 











Fatelere ia 12.05 


CLEANED INSTANTLY 
SAVES PLUMBING BILLS 
Anyone can 


Gun shootir 


trigger new Flu 
ng air & wate mpact 


idress - FREE BOOKLET. rf 

5-1702, Miller Sewer Rod, Dept. Office, 

4642. ‘N. Central Ave., Chicago 30, Illinois. 
For More Information Circle No. 430 


UTILITY KNIFE 


#112 


$1.50 each 
with six blades 








A real he-man tool for open- 

ing boxes, cutting heavy cardboard or 

paper. Double-edged blade is retractable. Write today 
for free, illustrated catalog of other tools. 


GRIFFIN MANUFACTURING CO. 


Ridge Road East, Webster, N. Y. 
For More Information Circle No. 431 


CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


Mt. Prospect, Ill. 


207 E. Evergreen Ave., 


For More Information Circle No. 432 
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FORMS INVENTORY BOOK 

Uarco, Inc., Dept. TA, 300 W. Congress 
Parkway, Chicago 7, Iil., offers a Stock 
Forms Catalog and Inventory Book. It 
illustrations of all methods of 
and rulings available on stock 
a detailed list of 
stock control punched forms that can be 
shipped immediately; and a description of 
binders suitable for storing burst and un- 
burst forms. The remainder of the book 
contains 48 inventory pages to be used in 
keeping records of control punched form 
supplies and reorder information. For a 
free copy, Circle No. 172. 


fastening 


FILING SYSTEMS, SUPPLIES 


Oxford Filing Supply Co., Clinton Rd., 
Garden City, N. Y., has published a 60- 
page 1960 Catalog listing the complete 
Oxford line of filing systems, supplies and 
equipment. With 24 pages in full color, 


36 pages of prices, stock numbers and 
product information, the catalog repre- 
sents the first complete listing of Oxford 
Pendaflex and general line products com- 
bined in one edition. For the catalog, 
Circle No. 176. 


PHOTOCOPIER 


A. B. Dick Co., 5700 W. 
Chicago 48, IIl., offers a six-page, four 
color folder on their model 110 Photo- 
copier. The gate-fold folder illustrates the 


Touhy Ave., 
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TYPEWRITER RD ON 


COMPANION TO FAMOUS NU-KQTE \GARBON 
Hf 


ONE RIBBON FOR ALL YOUR JOBS 


THERMOFAX AND MULTILIT He PROCESSES PLUS. AEL REGULAR vOBS 


ONE SPOOL FOR“MOST MACHINES 


ALL NOISELESS AND PORTABLES, MOST STANDARDS, ELECTRICS 


OUTLASTS OTHERS \THREE TO ONE 


THREE TIMES THE WEAR, ats ea whe ie vd THE RIBBON CHANGES 


printing press sharpness. Nu-Kote’s red, reffoduces as 
clearly as its black in the Thermofax process. Avail- 
able through authorized Burroughs M&V dealers. 
Or send coupon below. Dealer Sales Dépt., Burroughs 
Corporation, Detroit 32, Michigan. 


More important extras: Nu-Kote gives you Wei clear, 


SE ee I A ere 
ASID ; a 
&, N Dealer Sales Department 


Burroughs Corporation, Detroit 32, Michigan 


°| 
\: 4 : 
Ng Cart’ WA : GENTLEMEN: 


Buy where you see this sign = Send me more information on the New Nu-Kote Typewriter Ribbon. 


N U-k COTE: Tell me the location of my nearest Burroughs M&V dealer. 


CARBONS & RIBBONS 
a product of : FIRM 


Burroughs ADDRESS ne LL 
Corporation : cy ZONE ___ STATE __ 


FO OI I I Ro I kk kK KK 
For More Information Circle No, 256 
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with 
Colson 
Casters 


Ni-Steel 
Rubber or 
Plastic 
Wheels 


Speed up work... 


Save floor damage 


Send for new Colson catalog C101... 
contains over 2000 job rated test proven 
money saving Casters. 


Z< COLSON’S 
th 
75°% 
4 YEAROF 57 
or distributor 


PROGRESS 1 
or write to “us ou 


THE COLSON CORPORATION 
7 S. Dearborn Street CHICAGO, ILLINOIS 


For More Information Circle No. 364 
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Contact your 
local 
representative 


features of the machine and outlines sim- 
ple, step-by-step operating procedure. For 
a copy, Circle No. 193. 


EMPLOYEE RECOGNITION 


Kling Photo Corp., 257 Park Ave., South, 
New York 10, N. Y., offers a brochure 
“Minox Camera—Supreme New Standard 


| for Employee-Executive Recognition Pro- 
| grams,” that covers such topics as starting 


an employee recognition program, select- 
ing appropriate awards, special employee 


awards, acknowledging the key executive's 
contribution, public relations and selection 
of corporate gifts. It explains why many 
companies have chosen the Minox camera 
as a service recognition award, and how 
the Minox can fill the needs of firms in a 
variety of ways. For this brochure, Circle 
No. 175. 


PHOTOCOPYING EQUIPMENT 


Ampto, Inc., Newton, N. J., has pre- 
pared a 24-page illustrated catalog and 
price list, listing and describing over 50 
of its diffusion transfer photocopying 
products. The products covered include 
ten different types and sizes of transfer 
photocopying machines and transfer proc- 
essors, 25 transfer papers and films, photo- 
copy chemicals, and a varied line of acces- 
sories. For the catalog, Circle No. 169. 
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PAPER SHREDDERS 

Industrial Shredder & Cutter Co., 103 
Mill St., Salem, Ohio, offers a catalog that 
describes a variety of machines designed 
to meet your specific needs for the destruc- 
tion of either a handful of confidential 
papers or continuous daily disposal of 
heavy cartons, boxboard and newspapers. 
All models are illustrated in actual on-the- 
job situations ranging from office applica- 
tions to typical industrial crusher and 
shredder installations. Machines’ features 


are fully described and two reference 
charts show at a glance the recommended 
applications of each model, capacity, 
speed, weight, dimensions, mechanical and 
electrical drive detail. Information is in- 
cluded on ease of operation and the wide 
variety of materials that can be handled 
including the conversion of scrap into 
paper excelsior for packing material, and 
the processing of such diverse materials 
as corrugated, box, leather, tobacco, foil, 
vinyl. For this catalog, Circle No. 217. 





Letters 
answered 








= PITNEY-BOWES 
(}) MAILOPENER 


wa PITNEY-Bowes, INC. 
” 3456 Walnut Street, Stamford, Conn. 


Originator of the postage meter... 
offices in 132 cities in U. S. and Canada. 


e Correspondents can’t correspond 
without correspondence! If morning 
mail is ready when they are, letters 
get answered earlier. A MailOpener 
speeds up your business day! 

@ The MailOpener trims a hairline 
edge off the envelope neatly, quickly, 
safely. Operates efficiently on envelopes 
of any size, thickness or stock. Three 
models, including the hand-operated 
LH shown here for the small office. 

@ Call any Pitney-Bowes office. Just 
say you want a demonstration in your 
office. No obligation. Or write for free 
illustrated booklet. 

FREE: Send for handy desk or wall chart 


of new postal rates, with parcel post 
map and zone finder. 


For More Information Circle No. 304 
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Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNDTROL Noise Reducing Hoods, the re- 
sult of many years' research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNDTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
155 John St., New York 38, N. Y. 


Copying Machines 
Save Retyping at 
Encyclopaedia 


Britannica 

















For More Information Circle No. 407 





Flash Profit with Flash 
Filing Equipment 


=> 


Cs F 
Z Ses 
a ee 


BOOK AND 
CATALOG RACKS 


With 2" slant on bottom and index in 
front for more functional use . . . one 
of over 200 items in metal office acces- 
sories. Send for free catalog. 


FLASH FILING, INC. 





2634 S. Cherry, Fresno, Calif. 


For More Information Circle No. 408 


268 





} 





30% INCREASE in operating 
A efficiency at no increase: in cost 
has been achieved during the last two 
years by Encyclopaedia Britannica’s 
library research department, Chicago, 
as a result of a new method of handling 
subscribers’ questions. According to 
Virginia Stenberg, director of research 
for the 191l-year-old firm, a problem 
the service had since its conception in 
1936 was how to answer subscribers’ 
queries faster and more conveniently. 
Each owner of an_ Encyclopaedia 
Britannica or Britannica Junior set is 


When a question is received, reference 


cards are checked to see what information 
is available on the subject. 
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Coptemeter CSronet 





All Comptometer 
Dictating Machines 
are now Lower in 
Price! Desk Models 
start at $179.50 

Now unquestionably 
your finest buy 


For a demonstration see the Yellow Pages of 
your phone book for your nearest Comptometer 
sales representative ...or write Comptometer, 
Dept. 0-4, 5600 Jarvis Avenue, Chicago 48, Ill. 


COMPTOMETER 


CORPORATION 








PAYMAST CTER 


Gives Fully Automatic 
Payroll Recording! 


e For use with tabulating cards 

@ Integrates with any time equipment 
© Automatic time signal control 

© Full year warranty 


Plus Exclusive Quick-Audit Card 
For Simplified Payroll Procedure 


“If it’s about time... 
call for... 


S= TIME RECORDER CO. 
1733 CENTRAL AVE. 
CINCINNATI 14, OHIO 


For More Information Circle No. 406 


allowed to submit 50 questions within a 
ten-year period. In 1936, 1000 reports 
were set to subscribers. The number of 
questions answered in 1959 was 110,000. 

When a question is received it is 
given to a clerk who gathers all avail- 
able information about the subject from 
the files. These reports are then given 
to the director, who decides whether the 
question can be answered by available 
material or if more research is neces- 
sary. Before 1958, reports which were 
used frequently were stencil duplicated 
to save retyping time. Seven carbon 
copies were made of other reports 
which the service did not feel would be 
as popular. 

Frequently more copies of a report 
were needed than were anticipated. 
When the seven copies were gone, from 
30 to 45 minutes would be spent typing 
more. Under the new system, only an 
original report and one carbon copy are 
typed. The carbon copy is mailed to 
the first person requesting the report 
and the original is filed. Each time an 


The information on file goes to the director 
who decides whether more research is 
necessary to answer the question. 
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Cr Nene ee 


DUAL PURPQSE 


4 


ONE FILE . “QP. ror active 


AND INACTIVE RECORDS 


The attractive NYLO-GLIDE file may be used as an active reference file, then when 
records become inactive, drawer may be removed and exchanged with an empty 
drawer in the inactive file room. 


RFI NYLO-GLIDE Files are so reasonably priced that they may be used economically 
for the storing of inactive records . . . AND —they are so attractive and operate 
so easily that they can be used as an active reference file. 


You can’t see all of the quality that is built into NYLO-GLIDE Steel Record Files, 
but year after year of faultless service will prove to you 
that no finer file was ever built. 


(New, modern design with smooth nylon bearings that 
actually outwear steel, and provide featherlight 
operation even under heaviest loads.) You 

save time, money and energy when you equip 

your office with NYLO-GLIDE Steel Record Files. 


As attractive as they are functional. Designed 
and fabricated by craftsmen, and-finished 

with care of the finest materials; NYLO-GLIDE 
Files present an appearance that blends 
harmoniously with the decor of anyge=y__ 
office. You'll have to see these —=7 
files to fully appreciate 

their quality and utility. 


G WOOSTER, OHIO 
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Here’s the New, 
Modern Way 
to Make 
Carbon Copies! 


. 3 ~ ‘ 
1, Pick up the Sea Foam Bond 
CARBONSETS you need. 


2, Place your letterhead on top 
and slip into typewriter. 


ia 
3. Snap out carbons and copies 
are ready for routing. 


SIMPLE ¢ FAST ¢ CLEAN 


Always specify CARBONSETS 
by name, the only set using 
famous Sea Foam Bond. Write 
on company letterhead for 
sample kit. 


The TYPERITE Corp 
21 State Highway 10 
Hanover. New Jersey 


For More Information Circle No. 460 





additional request is received for the 
same report, a copy is made in seconds 
on the copying machine and sent to the 
subscriber. 

“When we typed extra copies of a 
report, several minutes were always 
spent erasing typing errors. In addition, 
the sixth and seventh carbon copies 
often were difficult to read,” Miss Sten- 
berg stated. “Now there is no chance 
for errors as our Thermo-Fax copying 
machine provides an exact duplicate 
of the original. Copies are made on top 
quality, heavyweight white paper, pro- 
viding a neater, more professional look- 
ing report for our subscribers. Because 
we now retain only one copy of each 
report we can get by with fewer files,” 
she continued. “This is an important 
benefit as we already have 200,000 
reports on file, with thousands more 


| being accumulated every year. Our 
| electric copying machine makes copies 


in four seconds each and we now can 


frequently send out a report the same 


day the quest‘on is received.” 


When the same information is requested 
by d'fferent readers, copies are made on a 
Thermo-Fax copying machine, on heavy 
white paper. 
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NEW! EXCLUSIVE! 


the only “‘Pencil-Thin” electric eraser! 


PRESTO 


MAGIC-TOUCH 


ELECTRIC 
ERASER 








Check these advantages: 


1. Exclusive magic-touch eliminates 
slip sheets between carbons, no 
smudged copies. Just erase each 
copy in turn. 

» Speedy, accurate erasing — self- 
pointing tip, Ye” diameter, 31/2” 
long is small enough to erase one 
letter or this entire line. Revolving 
brush whisks away eraser particles 
providing clean surface. 

+ Pencil slim for effortless operation. 
Unique flexible shaft provides 
power from motor unit on desk. No 
— _ to hold. Exclusive Presto flexible shaft, pencil slim 
rases offset plates, master copies . . 
of duplicating equipment and other © @faser units are complete with 12 assorted 
specialized jobs. 31” erasers in plastic box and two type 

+ Saves time, money and energy — cleaning brushes. 
handy unit is always at your finger- 
tips, ready for use. No waste of prcoooorooooooooroososess=r=" 


costly letterheads or multiple forms. 


: 3 3 ' 
Cleaning type is a cinch! Tyee 61 METAL SPECIALTIES MFG. CO. 

1 

4 

i] 











ond easily with brushes furnished. 1971 N. CORNELL AVENUE 
No solvents necessary. MELROSE PARK, ILLINOIS 


NAME 

COMPANY 

ADDRESS 

CITY ZONE 
STATE 
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NSBB Convention Set 


“Planning the Fabulous 60's” is the 
theme of the 10th Annual Conference of 
the National Society for Business Budget- 
ing to be held at the Netherland Hilton 
Hotel, Cincinnati, May 19-20. For infor- 
mation write to NSBB at Box 1942, Cin- 
cinnati 1. 


NOMA Annual Conferences 


The annual conference of National 
Office Management Assn. which was sched- 
uled for New York next year has been 
postponed to May 31-June 3, 1964, at the 
Statler Hotel. The 1964 World’s Fair in 
New York will be an additional attraction 
to conference delegates. W. T. Cavanaugh, 
NOMA executive director, also announced 
that the 1961 convention will be in St. 
Louis, May 7-10. 


To Prevent Computer Fires 


The National Fire Protection Assn. has 
formed a technical committee on elec- 
tronic computer systems at the request of 
the electronic computer industry to study 
problems of providing fire protection for 
equipment installations, components and 
records. The Pentagon fire last year, with 
losses estimated to be at least $6,690,000, 
indicated the high value of computer 
equipment, aside from the possibly even 
greater value of stored data and records. 
Chairman of the committee is John J. 
Ahern, director of security, General 
Motors Corp. Others are Mathew M. 
Braidech, National Board of Fire Under- 
writers; W. L. Hanbury, Federal Fire 
Council; Donald J. Keigher, U. S. Atomic 
Energy Commission; O. J. Moses, Factory 


Mutual Engineering Div.; Harold E. Nel- 
son, General Services Administration; 
George E. Schall Jr., Underwriters’ Lab- 
oratories, Inc.; George H. Simpson, Inter- 
national Business Machines Corp.; Fred 
J. Zeleny, Factory Insurance Assn. The 
committee expects to submit a preliminary 
report at the NFPA annual meeting in 
Montreal, May 16-20. 


Records Conference in N. Y. 


The 3rd Annual Conference of the 
Assn. of Records Executives & Adminis- 
trators will be held at the Park-Sheraton 
Hotel, New York, May 2. Topics of the 
all-day program will deal with phases of 
records management in the everchanging 
environment of a dynamic modern econ- 
omy. Registration information may be 
obtained from Marjorie Hadden, Benton 
& Bowles, 666 Fifth Ave., New York 19. 
Conference chairman is Alan G. Negus. 


When and How Much to Order 


Experience shows that 10-20% of the 
items in the average office’s inventory 
comprise about 80% of the total dollar 
value of the inventory. It is on this 10- 
20% that the office manager should con- 
centrate to achieve proper inventory con- 
trol, James L. Lundy, sales administration 
and control manager of Photostat Corp., 
told a recent seminar of American Man- 
agement Assn. Office service managers 
have a tendency to worry too much about 
items for which there are only rare calls, 
to the neglect of the proper stocking, or- 
dering and control of more frequently used 
supplies, Dr. Lundy said. Standardization 
is an important way of lowering a firm’s 
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Office Duplicating Can Have a Professional Look 


....Without Professional Cost... 


You can have a limitless supply of attractive, 
print-style type for your forms, bulletins, 
catalogs, literature, etc., for reproduction by 
your regular printing processes or even by 
your simple office duplicator. In either case 
the savings are enormous. Type fonts are in- 
stantly changeable, in various sizes as well 
as styles, to meet every specific need. 


wait 
nmi 
ro 
ann’ rere prone 
" 
vou ant 


Changeable 
Print-Style 


Type 
will do it! 


Body copy by 
Vari-T yper— 
Heads by 
Headliner. 


« “Cutting costs me 
is our business’’ Fe 


SUBSIDIARY OF ADDRESSOGRAPH-MULTIGRAPH CORP. 


the machine with SCOCHCHHOHSOSSHOHSESOHLCEHSEOOELOSE®S 


VARI-TYPER CORPORATION Dept. D 43 


720 Frelinghuysen Ave., Newark 12, N.J. 
Please send VARI-TYPER Book D 





FACES 


Looks like a typewriter 
writes like printing 


For More Information Circle No. 350 
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/EXTES® 


° Mm) PASTE PEN 


The EXEC Paste Pen is the quick, 
neat way to paste. No more gluepot 


| mess .. . it never leaks, gums up or 
ij dries out. Economical, too . . . you 
eee “‘penpoint” the paste exactly where it 


is needed without wasting a drop. 

4 Just one or two dots are sufficient for 

The fast, clean ¥ A most jobs. Adhesive is amazingly 

as strong, dries in seconds and rubs off 

way to paste bee: clean. Pen ready-filled with 5,000 
con paste dots. 


A DOT | — 
AND IT’S “GIRL FRIDAY” 


TEST THE EXEC FOR... 


Use as a “‘liquid stapler” 
or paper clip. 

Scrapbooks and record files. 
Altachments to legal 
documents. 

Package wraps. 

Mounting on windows, 
walls and bulletin boards. 








SOLD BY 
Me Coloshsook feu le. CAMDEN 1, N.J. 


A Product of EXEC Manufacturing Corp., N. Y.C. 
For More Information Circle No. 445 
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total inventory requirements. Dr. Lundy 
also stressed the need for predetermining 
a reordering schedule with mathematical 
exactness and presented a formula for do- 
ing this: 


Vv TO 
2C 


N= 


N= Number of times a 
should order the item. 

T =percentage that total storage cost 
is to the value of the item. 

Q = quantity used per year. 

C=cost of writing a purchase order. 

If these factors can be established for 
the office manager by his accounting de- 
partment, he can use them to determine 
the economical ordering quantity for any 
item and still preserve the necessary mar- 
gin of safe overage. The cost of storing 
goods should not exceed expense involved 
in acquiring them if minimum total ac- 
quisition and storage cost is to be realized. 


year you 


Automation Tour in Calif. 


A tour of electronic computer installa- 
tions in the Los Angeles and San Francisco 
areas will be conducted Aug. 8-20 by San 
Diego State College. The cost will be 
$130 plus meals. Details from Dr. E. 
Dana Gibson, San Diego State College, 
San Diego 15, Calif. 


Data Processing Network 


National Cash Register Co. plans a na- 
tionwide network of data processing cen- 
ters to make record keeping automation 
available to virtually every type and size 
of business. Retail stores, industrial and 
commercial firms, savings banks and other 
companies will obtain a detailed analysis 
of their previous day’s business in Jess 
than 24 hours. Stanley C. Allyn, NCR 
board chairman, said NCR will open three 
centers this year and others will be estab- 
lished later. One will be in New York, 
another in Los Angeles and a third in 
Dayton, Ohio. The New York installation 
will be on the ground floor of the new 
Getty Building, 61st St. at Madison Ave. 
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A 20” x 27” poster 
designed to reduce 
coffee break time. 
For a copy, write 
Kelly-Read & Co., 
508 St. Paul St., 
Rochester 5, N. Y. 


--and then 
back to 
work. 


Coffee Break Is On the Job 


The Minnesota Industrial Commission 
has ruled that an employee injured during 
a coffee break is entitled to workmen’s 
compensation. Case in point concerned 
Elma Sweet, of Minneapolis, who fell on 
an icy sidewalk during a coffee break. 
She was “on the job” and entitled to com- 
pensation, the Commission decided. 


Machine Dictation for Lawyers 


A special committee of the American 
Bar Assn. has made a study of attorneys’ 
office problems. One observation of the 
study was: “Modern electronic dictating 
equipment, properly used, will add hours 
to the productive time of the lawyer and 
his office staff.” Since an attorney’s work 
usually cannot be confined to office hours, 
the committee reported that availability of 
a dictating machine permits working at 
night, weekends or holidays, whether at 
the office or away from it, without incur- 
ring staff overtime. The report referred 
to a study by McGraw-Edison Co. whose 
Voicewriter Div. manufactures dictating 
equipment. The Edison study shows that 
when a lawyer dictated to a shorthand 
secretary, total cost of a letter (his and 
her time) is 81c. Ten letters daily for 240 
working days (one year) cost $1944. For 
the lawyer using a dictating machine, a 
letter costs 35c. Ten letters for each of 
240 working days cost $840; a yearly 
savings of $1104. “Interviews with clients 
and witnesses, conferences, and the like, 
also can be recorded verbatim or sum- 
marized immediately while still fresh. 
Points can be fully developed without 
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Mylar’ strong...Mylar’ sharp... 


CARTER'’S 


New Stylewriter 
Carbon Film Ribbon 


*DuPont’s registered trademark for its polyester film. 


1200 feet without a break! (Except for coffee.) 
Letter after letter so clean and crisp. You never 
had it so good! Offset and copying machines 
never had it so good! In black, blue, red, green, 
brown. The true touch of perfection. Settle for 


nothing less . . . than 
ADVERTISED IN 


WV), 


” Ut © THE CARTER'S INK COMPANY, CAMBRIDGE 42, MASS 
More Information Circle No. 358 


Q THE ONLY BOOK OF ITS KIND! 
e 





Describes all office reproduction and duplicating proc- 
MANUAL esses. Time-saving charts show at a glance which 
OF process to use for best results in any situation. Tells 
how to make the most economical use of whatever 
duplicating machines an office may now have—how to 
combine the advantages of one process with those of 
another to save time and money. Also tells when not 
to use certain methods. 


Over 200 pages of helpful information, and illustrations 
(including 100 pages of advertising by duplicator manu- 
facturers, with Buyer's Guide index). 


; SSS SS SS SSS SSSSSSSSSSSSSSSSe8e8eSS8288S2S25 
OFFICE PUBLICATIONS, INC., 232 Madison Ave., New York 16, N. Y. 


Please send me copies of the MANUAL OF OFFICE REPRODUCTION 
at $3.25 a copy. (] / enclose remittance. [] Send invoice. 
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relying on hastily scribbled notes or mem- 


ory. The portable machine,” said the | 


committee, “affords the invaluable utility 
of dictating while traveling and in loca- 
tions where regular equipment cannot be 
used. Thus, for recording statements or 
making notes at the scene of an accident, 
preparing chains of title, or detailing the 
contents of active court files, it is espe- 
cially useful. When used in a car, train 
or plane, it does not pick up the noise of 
the vehicle.” The committee recommended 
separate dictating and transcribing units 
to “eliminate conflicts in scheduling be- 
tween dictator and transcriber and permit 
full-time use of equipment. If a transcrib- 
ing pool is set up, it is not necessary to 
have as many transcribing units as dic- 
tating machines.” 


Secretaries from England 


A new British export has appeared on 
the American scene —the English secre- 
tary. According to Vera Sugg, owner of 
the Graydon Bureau, a London personnel 
agency, the American executive likes po- 
liteness, alertness and efficiency in a sec- 
retary. Mrs. Sugg feels her girls have 
these qualities. “The English secretary, 
executive type, 1960 model, has some- 
thing extra to offer in quality,” she said 
recently in New York. The. few girls 
placed so far in U.S. companies worked 
out well and Mrs. Sugg feels larger efforts 
are warranted. “I have 500 applicants 
already interested in the possibilities . . .” 
she said. She was reluctant to make any 
comparisons between English and Ameri- 
can secretaries, but said that it was her 
impression that the former had more 
training. Inquiries to Austin Employment 
Agency, 71-09 Austin St., Forest Hills 
72, OY. 


CORRECTION 


The FBI’s motorized files which were 
illustrated on page 81 of the March issue 
of THE OFFICE were incorrectly attributed 
as to source. The picture actually showed 
files manufactured by Wheeldex & Simpla 
Products, Inc. 
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efficient 
economical 
flexible 


Six Styles 

All Size Ranges 

Speeds Record Keeping 
ALSO COMPLETE LINE OF: 
READY- RITE “Snap-A- Part” 
forms; NCR sets—no carbon re- 
quired; tabulating and register 
forms for every purpose. 


Superior Service and Quality 


NEBRASKA 
SALESBOOK 


COMPANY 


General offices and factory at Lincoln, Nebr. 


Division Offices: Denver, Des Moines, Chi- 
cago, Minneapolis, Kansas City, Wichita, 


Little Rock, Memphis, Phoenix, Albuquerque, 
Montgomery, Omaha, Miami, New York City, 


Los Angeles 


For More Information Circle No. 439 
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3M Appointments 


E. F. Bovermann, 
formerly general 
sales manager of the 
Duplicating Prod- 
ucts Div. of Minne- 
sota Mining & Mfg. 
Co., is now general 
manager of Thermo- 
Fax Sales, Inc., a 
wholly - owned sub- 
sidiary of 3M 
engaged in the sale 


D. M. Woodrow D. W. McArthur 

of Thermo-Fax copying products. Mr. 
Bovermann succeeds George Sandell, who 
was promoted to 3M staff advertising ad- 
ministrator. D. M. Woodrow, formerly 
sales manager and product manager of 
microfilm reader-printer products, suc- 
ceeded Mr. Bovermann. D. W. McArthur, 
formerly general manager of Filmsort Co.., 
is now manager of microfilm products, 
Duplicating Products Div., assuming, in 
addition to his Filmsort responsibilities, 
the duties formerly held by Mr. Woodrow. 
3M acquired Filmsort assets from Miehl- 
Goss-Dexter last year. 
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Elliott Appoints Whiting 

The appointment 
of Francis D. Whit- 
ing as vice president 
of marketing for 
Elliott Addressing 
Machine Co. has 
been announced by 
James D. Kingery, 
president. In_ this 
newly created execu- 
tive position Mr. 
Whiting will be re- 
sponsible for all sales, service, advertising, 
promotion, product planning and market 
research for Elliott. He was formerly 
with Remington Rand, Inc., in sales man- 
agement and more recently was with Bell 
& Howell Phillipsburg Co. as vice presi- 
dent of marketing. 


Francis D. Whiting 


Waterman-Bic General Manager 


Waterman-Bic Pen 
Corp. announced the 
appointment of Rob- 
ert P. Adler as vice 
president and gen- 
eral manager. Mr. 
Adler started with 
Waterman in 1955 
as junior accountant. 
His successive posi- 
tions were general 
accountant, chief ac- 
countant, controller and treasurer. Water- 
man-Bic Pen Corp. was formed a year 
ago by the merger of Waterman Pen Co. 
of America and Societe Bic of Paris, 
France. 


Robert P. Adler 
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Liberator 75 


Automatic feed « Hand brush 
inking * Post card to legal size 
$99.50 Tax and counter extra 


Bulletins, office forms, direct mail, 
house organs, catalogs . . . there is 
no limit to the versatility of precision- 
built Speed-0-Print stencil duplicators. 
Anyone can produce sharp, clear, 
professional-quality copies—from ten 
to ten thousand, and in color, if 
desired—quickly and economically 


SPEED-O-PRINT STENCIL DUPLICATORS 


SPEED THE WORK cuT coOsTsS 


Simplicity of operation, dependable 
performance, sturdy construction 
long life... these are some of the 
extra-value factors that have made 
Speed-0-Print known the world over 
as “The World's Finest Duplicators 
at the World's Lowest Prices.” 


Send today for 

ILLUSTRATED CATALOG 

describing the complete Speed-0-Print 
line of stencil duplicators 

and accessories. 


Specd-O-Catinet 


Duplicator base and handy util- 
ity cabinet. Top provides over 
5 sq. ft. of working surface .. . 


DeLuxe Scope 


Illuminated drawing 
board for hand work on 
stencils. Adjustable to 
any position .. $49.50 


Kile Catinet 


Accommodates 400 sten- 
cils or offset plates. Max- 
imum protection, easy 
storage 


Liberator 100 


Automatic roller release * Any 
weight paper to post card stock 
Automatic brush inking...$149.50 
Tax and counter extra 


Literalor 200 
lectric operation 
Closed cylinder * Two 
speeds * Up to 6000 
copies per hour * Auto- 
matic brush inking... 
$399.50 Tax and counter 
extra 


Literator 200 


5000 copies per hour ¢ Hairline 
registration * Perfect for multi- 
ple color work .. $199.50 Tax 
and counter extra 


7 ot 8 a OP OR 2 di, emer) i .20),7 ware), | 


1801 W. Larchmont Ave Chicago 13, Hl. 


| 
iterator 50 in Canada |  SPEED-O-PRINT (CANADA) LTD. 


Feature-packed Post Card-Menu | 641 CRAIG ST WEST 
Duplicator . . . $44.50 plus tax | MONTREAL, QUE, CANADA 
‘ 


For More Information Circle No. 393 
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Do Your Indexing & labeling the Facy im 





Clear Plastic, Will Not 


Warp, Curl Or Crack 


Custom Quality for Custom 


= SALES Levoer | 


Labeling and Universal Indexing 


ADHERES TO ANY CLEAN FLAT SURFACE... 
® Plastic 


@ Metal 
@ Wood 


® Cardboard 
® Glass, Etc. 


® Paper 
@ Cork 


Packed In Individual Poly Bags 
With Two Insert Labels In Each 


me Packed | 
n| Length AT bar 


Transparent panel-face 
allows for changing 

of printed, typed or 
written inserts at will. 


‘Steck Ne. Twiet 
Pri [A | 6” 
[Pr [u" | 6” 
[era [| & [ie 





Special Sizes and Widths on Request 


14X34NP V-JAW 


3 
= ll Solid 


NON-PROJECTING SIGNALS SmithK lips 
~*~ [B) i mon. 


Projecting Signals SmithSignals 


CAN BE USED AS 
SOLID OR WITH HOLE 
—PLAIN OR PRINTED 


with Hole 





Projecting and Non-Projecting 

Signals are available in twelve 

colors: 

White ¢ Light Red © Yellow 

Dark Bive © Light Green © Dark Red © Dark Green © Pink 
Orange @ Brown © Black © Light Bive 


ml {31 JAN | 


1 Dozen 
}1 | Dozen 
1 | Dozen | 


HUNDREDS OF USES 


Ideal For All Types of Indexing, 
Enjoy neat, attractive labels any- 
where in your office—factory— 
store or home. 

@ Open-backed Binders @ Engineering 
Drawings @ Storage Shelves @ Library 
Shelves @ Ports Bins @ Display Units 


Colors Available—Amber / Bive / 
Green—Yellow / Red / Inserts for 
Easy Typing Furnished 





*SLIP-ON POST BINDER 
LABEL HOLDERS 
for open-back post binders i 
and ledgers. 
ae ef 
Made of sturdy plastic, 
they are designed to 
identify every open- * 
back binder. 
3 Standard Sizes 


Special Sizes 
on Request 
PBS—('A” x 2'A”) 
PBM—(1” x 214” 
PBL—(2” x 214”) 

BOTH SURFACES 
ARE SPECIALLY 
TREATED—It slips 
into position to lock 
on any size post— 
ond grips firmly 
without marking. 





Complete line for labeling, filing and indexing « Sold Through Stationers Only or Write 


Office Products Tne. 


INC. 


Arch K. Ansty, 171 2nd St., 


CHARLES C. SMITH, 


West Coast Distributor: 


26029 W. 8 Mile Rd. 
P.O. Box 6677 
Detroit 40, Michigan 


EXETER, NEBRASKA 


San Francisco 5 


For More Information Circle No. 317 
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Mayo Heads Rogersnap 


Maxey H. Mayo, @ 
Dallas printing ex- e 
ecutive and president 
of Mayo Bros., has 
bought controlling 
interest in Rogersnap 
Business Forms, Inc. 
The 21-year-old 
forms manufactur- 
ers, with sales re- 
ported at more than 
$1 million in 1959, 
is located in a 25,000 sq. ft. building in 
Dallas, Texas. Mr. Mayo said the Roger- 
snap name will be retained and that he 
will serve as executive vice president and 
general manager. Mrs. Will Rogers, widow 
of the late founder, will remain president 
in an advisory capacity. The 70 present 
employees remain in their present posts, 
said Mr. Mayo, who is also president of 
Rapid Reproduction Service, Inc., Mer- 
chants Printing Co., Waller Printing Co. 
and Adams Silk Screen Studio. 


Maxey H. Mayo 


NOFA Annual Convention 


The 14th annual 
convention of Na- 
tional Office Furni- 
ture Assn. in At- 
lantic City, N. J., 
last month was high- 
lighted by some of 
the best business ses- 
sions ever held by 
this group. The con- 
vention attracted 
more than 3000 vis- 
itors who found much of informative value 
and interest among the 135 exhibits. R. P. 
Lewis of R. P. Lewis Co., Flint, Mich., 
was elected 1960-61 president. 


R. P. Lewis 


Esterbrook Purchases C & D 


Esterbrook Pen Co. has agreed to pur- 
chase Cushman & Denison Mfg. Co., 
Carlstadt, N. J., and Cushman & Denison, 
Ltd., Great Britain, Sydney E. Longmaid, 
president of Esterbrook, announced. Cush- 
man & Denison, Mr. Longmaid pointed 
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dent, 


out, will operate as a division of Ester- 
brook under the same management and 
with substantially the same policies as in 
the past. David L. Parke, president of 
C & D, will continue to direct activities 
of the new division. 


WOFI Elects Officers 


Gilbert B. Bosse, 
president, Imperial 
Desk Co., was elected 
president of Wood 
Office Furniture In- 
stitute. Robert Flem- 
ing, vice president, 
Leopold. Co., was 
elected vice presi- 
dent; R. E. Sturm, 
executive vice presi- 

Jasper Office Gilbert B. Bosse 
Furniture Co., was re-elected treasurer. 
Members of the board of directors are 
Charles Hayworth, president, Alma Desk 
Co.; Edward A. Cotton, president, Cotton- 
smith Furniture Mfg. Co.; J. K. Boling, 
vice president, Boling Chair Co. 


Beiring Joins Koh-I-Noor 


A. J. Beiring has 
joined ' Koh-I- Noor 
Peucil Co., Ine:, 
Bloomsbury, N. J., 
as general sales man- 
ager, according to 
William E. Danjezek, 
president. Mr. Beir- 
ing, former national 
sales manager, Pen 
Div., Venus Pen & A. 3: Delilag 
Pencil Corp. and pre- 
viously with W. A. Sheaffer Pen Co., is 
a 22-year veteran of the stationery indus- 
try. 


A. B. Dick Laboratory 


A. B. Dick Co. has opened an 11,000 
sq. ft. research and development labora- 
tory in Palo Alto, Calif., to create, de- 
velop and produce components, units and 
assemblies for ultra high-speed readout 


and display. It also will provide applica- 
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A dozen representatives from Japanese office equipment factories recently visited the 
York, Pa., plant of Cole Steel Equipment Co. Peter Scheinman, Cole vice president, 


is third from left; Otto Lewin, plant manager, is sixth from right. 


by the State Department. 


tion development engineering services for 
character generator equipment, as well as 
the Videograph electronic process for 
printing up to 20,000 characters per sec- 
ond. The laboratory will be managed by 


The tour was arranged 


formerly with Stan- 
Evans will 
of elec- 
A. B. 


William E. Evans, Jr., 
ford Research Institute. Mr. 
report to J. J. Stone, manager 
tronics research and engineering, 
Dick Co., Chicago. 


Lidese Holds 1800 Blue Prints 


BLUE PRINT FILE 


Created for savings in filing space, time 
and effort, Gliders are available for print 
widths of 20” to 48”. Gliders obsolete 
peg-type filing and hole-punching. 
Your prints ‘glide’ into place. Plan 
holders are retained from end-to-end, 
with no chance of bending or spring- 
ing. Eye-easy indexes provide you with 
rapid reference. 

All-steel Gliders, finished in a handsome 
grey, harmonize with modern office 
equipment. Extensions are available. 
For longer print “life” and for effi- 
ciency, durability and economy in ver- 
tical filing, specify Glider. Order now 
through the best office suppliers or 
write for illustrated literature. 


MOMAR  _.. duties 


4176 West Montrose Avenue, Chicago 41, 


Illinois 


Phone AVenue 6-7270 


For More Information Circle No. 410 
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Multilith Owners! 


Better Presswork _JPEEDRITE. 


OR YOUR MONEY BACK! COPYHOLDERS 
INDISPENSABLE for 
Jumbo Shell is suc- ; FAST, ACCURATE COPYING 


cess-proven 10 ysrs.! 4 “ 
Thoeemeis Gu on 2 and SO EASY ON THE TYPIST 
approval, less than “ No twisting or turn- 

1% returned. Many ing. It's all right in 

~ Bn. 8-10 years, front of her, mag- 

still good! Improves / - 
presswork amazing- —_ __— ad- 
oe eS ee ae ACCOUNTING Model 
tra rollers!’’ say , ode! 
users. Installs in 5 < (Illustrated) 
minutes without Holds sheets up to 
drilling. Choice of % 14" and up to 18 
brass or lucite cyl- in width. 

inder, only $29.50; ’ A. SECRETARIAL Model 
postpaid if check - : Holds copy up to 
with order. 5-year CS f 11’ wide. Folds be- 
guarantee. 10-day \) hind typewriter 
money-back guar- when not in use. 

tee. Write! 








onal OTHER OFFICE MACHINES 
FREE! tnt ta Brant Made by Hall-Welter are: Speedrite 
Line Masking Sheets FREE! Checkwriter, Chexsigno Check Signer. 


For Nos. 1250, 1300, 2066-SD, Write for descriptive catalog 
LD, also Davidsons. Mention 


make, model press! COMPLETE PIT 4 hb 
LITHO RESEARCH, INC. I7 " 


14339 36th N.E. Dept. OM Seattle 55, Wash. COMPANY, INC.- ROCHESTER 20, N.Y 


F M l ti ircle No. 1 
or More Information Circle No. 35 38 MT. HOPE AVENUE 


+ To ut _— know 1, just SNAPS ‘que 


supply precision BRITISH mode Ports and 
Tools direct to you at LOWEST PRICES 


LETTEREX sets are available in all 
colors. A set is a high quasity onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


@ PROMPT AND EFFICIENT SERVICE GUARANTEED | LE | { EREX 


@ Send for our Iilustrated Catalogue POST FREE 1114 HALF STREET, S.W., WASH. 24, D.C. 
TYPEWRITER SUNDRIES CO., LTD. 


140-148 BOROUGH HIGH ST., LONDON S.E. ! 
For More Information Circle No. 353 For More Information Circle No. 354 
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Office 
Equipment 
Manufacturers & 


Exporters: 


Increase 
Your 


Business 
With 
Latin 
America 


{a 











NNUALLY the entire Latin American con- 

tinent will absorb a very impressive 
volume of your products. There are 19 
countries in Latin America where all the 
office equipment and stationery importers, 
distributors, dealers and larger users receive 
La OFicina. They keep it, refer to it as 
a guide and reference all year long. 


The need for all office products in Latin 
America is increasing steadily as business 
and industry develop. Tell these prospects 
and customers about your product in the 
1960 La OFicINA. Its advertising rates are 
low—its coverage is complete (circulation 
over 11,000). Your advertising in LA OFICINA 
is basic to establishing and building a profit- 
able Latin American trade. 


icina OFFICE PUBLICATIONS INC. 


REVISTA DE EQUIPOS PARA OFICINAS 232 Madison Ave., New York 16, New York 


Circulation—Over 11,000 





| Forms Close This Month-Don’t Miss It! 








Burroughs Appointments 


Two Burroughs Corp. executives were 
appointed assistant vice presidents, re- 
ports Ray R. Eppert, president. They will 
serve as general managers of groups with- 
in the newly created Equipment and Sys- 
tems Marketing Div. R. O. Baily is as- 
sistant vice president and general manager 
of the general products and systems group, 
and E. S. McCollister is assistant vice 
president and general manager of the data 
processing systems group. Ken T. Be- 
ment’s appointment as vice president and 
head of the new division was announced 
last month. 


NOMDA Convention Chairman 


Howard Cure has been named Coro- | 
nado chairman for the National Office | 
1960 Convention | 


Machine Dealers Assn. 
and Trade Exhibit, July 10-13. Mr. Cure 
has been a member of the San Diego 
Chapter since its founding and has been 
a member of the national group for sev- 
eral years. 


Baltimore Forms Executive 


Clyde T. Marshall has been named as- 
sistant to the president of Baltimore Busi- 
ness Forms Co., 


Frederick Huber, vice president and plant 
manager, and John Mosler, president, twirl 
a dial to formally open new Milford, Ohio, 
plant of Mosler Lock Co., a subsidiary of 
Mosler Safe Co. 
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==STREAMLINE 


YOUR BUSINESS FORM SETUP 


. enieuk 
Rogersnap Business Forms Registered 


and Second Sheets in the 
fast *Flip-Out Dispenser 
Box save time and money 
and increase efficiency in 
any office operation. Write 
for the Comparative Cost 
Analysis. 


p IROCERSNAp 


Dept. OS PQ. BOX 10425 - DALLAS, TEXAS 
For More Information Circle No. 425 


BOTTOM LINE 
CARD HOLDER 


Controlled Front 
Feed Stop Gives 
Precision 
Alignment 





For fast, accurate 

typing of bottom 

line index on ail 
visible cards 


10 Card Sizes — $2.00 to $2.45 


PALSON MFG. CO. 
280 Main St., Worcester 2, Mass. 
For More Information Circle No. 426 





it was announced by Tal- | 





An Annual Roller Change—The Best 
TYPEWRITER LIFE INSURANCE 
Insist On A 
UTURISTIC 
GALAXIE 
Platen 


Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











__For More Information Circle No. 427 


FRE c GENUINE ENGRAVED 


Vein ZAHIEADS 
TED $ Fey 22 


(Sarrui 
forueir® BUSINESS CARDS 
500 $11 * 1000 $15 DEALERS 
MANUSCRIPT COVERS 106 FOR $3.00 
re WANTED 

















cui YOUR LETTERHEAD 10 
WAIL FOR FREE PROOF 


MANE ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 428 
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Ingenious! 
Simple, but AMAZING 


New Versatile Business Tool 


Ambi-dex Cotor-CuE 


|; as 


—_—_——_——— 





CUE It 


A New Dimension Indexing 
A Index AUTOMATION 
A FLEXIBLE Filing 
A Automatic CONTROL 
A Eliminate Error 
A SPEED Filing 
A Find FAST — In or Out of File 


CUE It with COLOR 
—— FIND It with Ambi-dex 
This versatile Color-Wheel Tab locks into 
almost everything from paper-thin to 
pressboard-thick. Folders, Briefs, Guides, 
Sheetholders, Pockets, Drawings, Enve- 
lopes, Catalogs, Swatch Cards. 











The Ambi-dex Color-Cue Wheel makes the ordi- 
nary IMPORTANT. The important can't get “‘lost”’ 
in drawer, on desk, in brief-bag, or open-shelf. 
Unlock and Re-use many times over. Precision 
Made. 10 year Guarantee. 


Write for FREE Ambi-dex — 
—the BRIGHT EYES in Filing and Finding 


Ambi-dex Sales Company 


821 Woodlawn Dr. DeKalb, Illinois 


For More Information Circle No. 440 


288 


| 


bot T. Speer, president. Mr. Marshall had 
been general manager and sales manager 
of the Agriculture Chemicals Div., Com- 
mercial Solvents Corp., and vice president 
of Monowatt Inc., an affiliate of General 
Electric Co. 


Luxco Names Klein 


Harold S. Klein has joined Luxco, Inc., 
assistant sales manager. Mr. Klein 


| brings several years of sales management 


experience in other industries to his new 


| position and will operate from the firm’s 


| home 


office at LaCrosse, Wis., coordi- 


| nating the efforts of Luxco sales represen- 


’ steel 


tatives with the dealer organization. He 
will assist in the administration of mar- 
keting programs for new Luxor modular 
furniture and a new line of indus- 


| trial seating. 


Air Accessories Joins Texstar 


William T. Rhame, president, Texstar 
Corp., San Antonio, Texas, and W. I. 
Spitler, president, Air Accessories, Inc., 


| announced the merger of the two firms. 


| the 


| of the 


Air Accessories will continue operations 
at the same location in Ft. Worth under 
new name Texstar Plastics Div. of 
Texstar Corp. The branch factory at Ft 
Wayne, Ind., continues under direction 
Fort Worth based division. 


New Addo-x Sales Corp. office building 
in Oak Park, IIl., distributes throughout 
Illinois, Wisconsin, Indiana, Ohio, Michi- 
gan and Iowa. 
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HOT WAX SPOT CARBONIZED 


OL Mad » TRANSKRIT 


If you use business forms (and who doesn't?), you must investigate the time-, 
space- and work-saving features of TRANSKRIT spot carbonized business forms! 


_ Non-smudge TRANSKRIT spot carbonizing eliminates bulk and bother of carbon- 
interleaving in multiple forms! Used for over 20 years for business forms of every 


kind: payroll checks, tax bills, bank systems, bills of lading, 
labels etc. 


i DV 
iQ AN KR\ Ask your BUSINESS FORMS DEALER, PRINTER, or 
6 STATIONER for the big new TRANSKRIT Specimen Port- 
folio, chock-full of samples and ideas. . . it’s free! 


TRANSKRIT (‘orporation. 


NATIONWIDE SERVICE THROUGH DEALERS EXCLUSIVELY 


roel for your —_ 704 BROADWAY 633 PLYMOUTH COURT 
pons free lhe NEW YORK 3, N. Y. CHICAGO 5, ILL. 
GR 7-6700 HA 7-0247 
For More Information Circle No. 323 





SERIES TRTJ - SERIES TTJ 


TIME RECORDER TIME TOTALIZER 
_+TOTALIZER $9600 


TTI Totalizer automatically adds produc- 

bn tive time of any business machine to which 
The TRTJ Recorder automatically charts it is connected. Visual meter shows total 
on tape the on-off time of any business productive time in any period. Pilot light 
machine to which it is connected. Distin- indicates when ; 
guishes between productive and idling business ma- | FREE 
time. Access window permits notation of chine is being Catalog Ti—how 
project number directly on tape. Visual used. Easily - © monitor all 
meter shows total productive time. Easily installed from types of busi- 
installed from our complete instructions. our diagrams. - ness machines. 





GREG instRUMENT CORP. + 


For as a Information Circle No. 324 
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SHEET 
PROTECTORS 


For 2- and 3-Ring 
Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 





They glamorize 
proposals, pres- 
entations, price 
lists, photo- 
graphs — any 
letter-size 
papers. 

A one-inch 
ring binder holds up to 25 protectors. Made 
of heavy gauge, non-inflammable acetate. Size 
11 x 81/4". Packed 25 to a box. 

lf your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular. 

AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 


1637 DUANE BLVD., KANKAKEE, ILL. 
For More information Circle No. 319 7 











COPY 
HOLDER & 
LINE SPACER 


Line guide extends to 17" 
e Holds notes 3" thick 
e Single and double spacing 
Gentle-touch space bar 
Anti-noise cushioned 
Steel construction 
Flat-fold storage 

Companion Cop-e-Ett with manual 


line indicator . : 87.95 
Slightly higher in the West 
SOLD AT DEALERS EVERYWHERE 


manufactured by: 


FURLONG, PENNSYLVANIA 


For More Information Circle No. 320 
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VARIGRAPH 
LETTERING INSTRUMENT 
Cuts Printing Costs — Speeds Production 
- . ; . 


Now anyone can do clean, crisp lettering with a 
Varigraph. All you do is move a stylus along 


| the letters in a grooved templet. More than 600 


variations in size and shape of letters from one 
templet. Letter with either pen or pencil on art- 
work or directly on paper offset plcte. 


For complete information, write Dept. O4 


VARIGRAPH, 845 W. Lakeside, Madison, Wis. 
_For More Information Circle No. 321 





Hew EVER-SAFE 
¢ FLOOR SAFES « 


Safely protect cash and valuables 





Model 

FD 918 

with inner 
depository and 
envelope slot 


(Left): 


Model F-912 


Single com- 
partment 


(Right) 








Service Stations, Stores, Doctors, Dentists. Easily 
installed in wood or concrete floors. U.L. Relocking 
Device Label — Removable combination dial for 
additional protection. Impossible to open safe 
without dial. Write for complete information and 
prices. 


EVER-SAFE CO.0ii (ce incisne 


For More Information Circle No. 322 
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Kee Lox Export Manager 


Victor M. Lootens 
has been appointed 
export manager of 
Kee Lox Mfg. Co., 
according to C. K. 
Hellebush, Jr., gen- 
eral sales manager. 
Mr. Lootens, who 
joined Kee Lox in 
1953 as manager of 
the domestic dealer 
division and adver- 
tising director, will continue to supervise 
these activities. He recently returned from 
an extensive business trip through Canada, 
Alaska and Mexico. Mr. Lootens was for- 
merly vice president of Vaisey-Bristol 
Shoe Co., and advertising manager of the 
Aeolian-American Corp. 


Victor M. Lootens 


Supreme Steel Sales Manager 


Robert Stahl has been appointed na- 
tional sales manager of Supreme Steel 
Equipment Corp., it was announced by 
John P. Posa, president. Mr. Stahl joined 
Supreme Steel in 1952 as sales service 
manager. He is now in charge of all 
phases of Supreme’s sales activities, and 
will also develop and administer merchan- 
dising of the company’s new electrically 
operated record and correspondence file, 
Conserv-a-matic. 


Marketing Consultant Firm 
Ernest W. Gross, formerly in charge of 


marketing operations for the photographic, 


Stenorette, and typewriter divisions of 
DeJur-Amsco Corp., has established a 
marketing and sales management consult- 
ing firm. This organization will specialize 
in expanding sales for manufacturers sell- 


well as in the U.S. 


Forms Hit New High 


over 1958, according to Lester J. Johnsen, 
president, Business Forms Institute. 
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Use this 
SHREDDER 


to DESTROY 
OBSOLETE RECORDS 


SHRED WASTE PAPER 
INTO PACKING MATERIAL 


ij 
tlLz 
ob f 
cal 
This dual-purpose “Model 13D” 
Shredder can be used to destroy 
obsolete records, useless papers 
presently cluttering office file cases. 
In addition it can be used to convert 
old newspapers, and other suitable 
stock into paper excelsior for pack- 
aging shipments. Pays for itself in 


ing in Europe’s common market area as | the money it saves you. 


Write for catalog and FREE TEST- 


| IT-YOURSELF PLAN. Larger and 
| smaller models available. 

The manifold forms industry had a rec- | 
ord $400 million sales in 1959, a 14% gain | 


INDUSTRIAL SHREDDER 


& CUTTER COMPANY 
103 Mill Street Salem, Chio 


For More Information Circle No. 438 
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oe oe 


..we just finished a 52 hour 
collating job in 7% hours.” 


Collating duplicated sheets into sets has been a 
tiresome, time wasting task in our office for 
as long as I can remember. 


Now with our new Thomas Collator—what a 
difference! One girl, one collator, one hour... 
in what used to take all day and... no mad 
scramble to meet last minute deadlines. 

Why not write the people at Thomas for complete 
information—or a free demonstration? If you’re 
like my boss and me... you'll be glad you did. 


Thomas Collators Ine. RUA 


100 Church St., Dept. B, N. Y., N. Y. ets. 


For More Information Circle No. 307 











[Notonl Conference 


National Microfilm Assn., Statler Hilton 
Hotel, New York, April 19-21. 

Assn. of Records Executives & Admin- 
istrators, Park-Sheraton Hotel, New 
York, May 2. 

National Assn. of Educational 
Pittsburgh Hilton Hotel, 
May 2-4. 

Western Joint Computer Conference, San 
Francisco, May 3-5. 

U. S. World Trade Fair, Coliseum, New 
York, May 4-14. 

Insurance Accounting & Statistical Assn., 
Sherman Hotel, Chicago, May 15-18. 
American Society for Personnel Ad- 
ministration, Statler> Hilton Hotel, New 

York, May 16-18. 

Operations Research Society, Statler-Hil- 

ton Hotel, New York, May 18-20. 


Buyers, 
Pittsburgh, 


National Society for Business Budgeting, 


Netherland Hilton Hotel, 
May 19-20. 

National Office Management Assn., Mont- 
real, Canada, May 22-26. 

Federal Government Accountants Assn, 
Statler Hilton Hotel, New York, May 
23-24. 

Controllers’ Congress, National Retail 
Merchants Assn., Hilton Hotel, Pitts- 
burgh, May 30-June 3. 

Institute of Internal Auditors, Schroeder 
Hotel, Milwaukee, June 12-15. 

National Assn. of Accountants, Roosevelt 
Hotel, New Orleans, June 19-22. 

National Machine Accountants Assn., San 
Francisco, June 22-24. 

National Office Machine Dealers Assn., 
Coronado, Calif., July 10-13. 

National Secretaries Assn., Hilton Hotel, 
Pittsburgh, July 20-23. 

National Society of Public Accountants, 
Muehlebach Hotel, Kansas City, Mo., 
Aug. 22-26. : 

National Business Forms 


Cincinnati, 


Associates, 
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Chase Park-Plaza Hotel, St. Louis, 
Sept. 14-17. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, ° 
Sept. 24-28. 

American Institute of Certified Public Ac- 
countants, Bellevue-Stratford & Sheridan 
Hotels, Philadelphia, Sept. 25-28. 

Life Office Management Assn., Royal York 
Hotel, Toronto, Canada, Sept. 26-28. 
National Assn. for Bank Audit, Control & 
Operation, Statler Hotel, Los Angeles, 

Oct. 10-12. 

Systems & Procedures Assn. of America 
Commodore Hotel, New York, Oct. 10- 
14. 

American Records 
Plankinton 
19-22. 

Controllers Institute of America, Fairmont 
Hotel, San Francisco, Oct. 22-26. 

National Institute of Governmental Pur- 
chasing, Shoreham Hotel, Washington, 
D. C., Oct. 23-26. 

National Business Show, Coliseum, New 
York, Oct. 24-28. 

Office Equipment Manufacturers Exhibits, 
Memorial Sports Arena, Los Angeles, 
Nov. 1-4. 

Society of Reproduction Engineers, Sher- 
man Hotel, Chicago, Dec. 3-6. 


Management Assn., 
House, Milwaukee, Oct. 


OFFICE EXHIBITS ABROAD 


Milan Trade Fair, Italy, April 12-27. 

German Industries Fair, Hannover, April 
24-May 3. 

Business Efficiency Exhibition, Olympia, 
London, Oct. 2-11. 

Electronic Computer Exhibition, Olympia, 
London, Oct. 4-12. 

International Office Equipment Exhibit, 
(S.I.C.O.B.), Paris, Oct. 14-23. 





ADVERTISERS 


Acco Products 256 
Acme Visible Records, Inc. | 
Addo-X, Inc. 230 
Addressing Machine Co. of California 130 
Addressograph-Multigraph Corp. ... ee 
Allen Business Machines, Inc., R. C. 167 
Allied Carbon & Ribbon Mfg. Corp. 75 
Amberg File & Index Co. .... 290 
Ambi-dex Sales Co. ......... 288 
American Geloso Electronics, Inc. 178 
American Stencil Mfg. Co. 212 
American Type Founders Co. 215 
Ames Supply Co. .... : 287 
Atlas Stencil Files Corp. , 260 
Avery Label Co. ......... 129 


Baltimore Business Forms Co. 128 
Bates Mfg. Co. ; 53 
Bedinghaus Business Forms Co. 192 
Bell & Howell Phillipsburg Co. 219 
Bendix Computer Div. 6 
Best Industries, Inc. ...... 192 
Bevco Precision Mfg. Co. 179 
Borroughs Mfg. Co. ..... 97 
SS eee 109 
Brady Co., W. H. ... 241 
Bruning Co., Charles . 213 
Burroughs Corp. ..... 265 


Carteret Printing Co. . 1% 
Carter's Ink Co. 278 
Cashere Corp. ......... 264 
Catskill Craftsmen, Inc. .. 185 
Challenge Machinery Co. ... 121 
Champion Paper Specialties, Inc. , 13 
Chicopee Mills, Inc. ..... : . 42 
Cincinnati Time Recorder Co. : 270 
Codex Book Co. 255 
Cole Steel Office Machines, Inc. 

(Dictating Machines) 228 
Cole Steel Office Machines, . (Typewriters) 50 
Collamatic Corp. 133 
Colonial Salesbook Corp. 227 
Colson Corp. 266 
Columbia Ribbon & Carbon Mfg. Co. 52 
Comptometer Corp. 269 
Copease Corp. .. 134, 135, 136, 137 
Copycat Corp. . 18 
Cramer Posture Chair Co. 124 


Davidson Corp. .......... 206 
DeJur-Amsco Corp. ... 125 
DeLuxe Metal Products Co. 33, 34, 35, 36 
Dewberry re Ge. <<. 287 
Dick Co., A. B. us iW 
Dictaphone Corp. 27 
Dieh! Rechenmaschinenfabrik 248 
Ditto, Inc. Inner Back Cover 


Eastern Fine siaee & Pulp Division . 145 
Eastman Kodak Co. . 26! 
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Ecusta Paper Products . 

Edison Voicewriter . 

Eichner Organisation (Notamat) 
Eichner Organisation (Thermofilm) 
Engler Instrument Co. 

Eureka Specialty Printing Co. 

Ever Ready Calendar esa Co. 
Ever-Safe Co. 

Eversharp Pen Co. 

Exec Mfg. Co. .. 


Faber-Castell Pencil Co., A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. ... 

Facit, Inc. (Odhner Calculator) 
Flash Filing Co. 

Fletcher Paper Co. 

Force & Co., Wm. A. 

Friden, Inc. 

Funk & Co., R 


Gates Acoustinet, Inc. . 
Genera! Fireproofing Co. 
General Pencil Co. 

Gevaert Co. of America, Inc. 
Gilbert Paper Co. . 
Globe-Wernicke Co. 
Goodkin Co., M. P. 

Graphic Systems 

Griffin Mfg. Co. 

Groveton Papers Co. 


Hall-Welter Co. . 
Haloid Xerox Inc. . 
Halverson Products Co. 
Hamilton Paper Co. 
Hapee Addresseermachine Mij.c.v. 
Heller Roberts _ Corp. 
Heyer, Inc. 

Holland Ink 

Homs Co., Douglas . 
H-O-N Co. ......-. 
Hush-A-Phone Corp. 


Industrial Shredder & Cutter Co. 
Inter-Continental Trading Corp. (Olympia) . 
Inter-Continental Trading Corp. (Telefunken) 
International Business Forms, Inc. ..... 
Interstate Metal Products Co. . 


Jardin Associates, Inc. .... 
Johnson Plastic Tops, Inc. 


Kee Lox Mfg. Co. ...... 
Kenro Graphics, Inc. .. 
Kimberly-Clark ee 
Kleen-type 

Krengel Mfg. Co. 


Lagomarsino-FAlI . 

Lassco Products, Inc. 
Lathem Time Recorder Co. 
Leathercraft, Inc. . 
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Lee Products Co. .. 
Leonard, Inc., Charles . 
Letterex Corp. .... 
Litho Research, Inc. 
Ludwig, Inc., F. G. 


Manpower, Inc. .. 

Marchant Calculators Division, 
Smith-Corona Marchant, Inc. 

Martin-Yale, Inc. ; 

Master Addresser Co. 

McGraw-Edison Co. 

Mercury Industries, Inc. . 

Metal Products Engineering, Inc. 

Metal Specialties Mfg. Co. .. 

Methods Research Corp. 

Metropolitan Wire Goods Corp. 

Michael Lith Sales Corp. (Kutrimmer) 

Michael Lith Sales Corp. (Triumph) . 

Miller Sewer Rod Co. .. 

Miller-Trojan Co. 

Minnesota Mining & Mfg. Co. 
(Double-Coated Tape) .. 

Minnesota Mining & Mfg. Co. 
(Dusting Fabric) .. 

M.-nnesota Mining & Mfg. Co. (Filmsort) 

Minnesota Mining & Mfg. Co. 
(Mending Tape) ... 210, 

Minnesota Mining & Mfg. Co. 
(Microfilm Reader-Printer) 


Minnesota Mining & Mfg. Co. (Offset Plates) . 20, 


Minnesota Mining & Mfg. Co. (Scotch Tape) 

Minnesota Mining & Mfg. Co. (Thermo-Fax) . 

Minnesota Mining & Mfg. Co. (Type Cleaner) 

Momar Industries . 

Monroe Calculating Machine Co. 
(Accounting Machine) . 

Monroe Calculating Machine Co. 
(Calculating Machine) 

Moore, Inc., P. O. . 

Mosler Safe Co . 


National Blank Book Co. 
National Bundle Tyer Co. 
National Business Show 
National Cash Register Co. 
(Accounting Machine) . 
National Cash Register Co. “une Paper) 
Nebraska Salesbook Co. : 
Nekoosa-Edwards Paper Co. . 
Nippo Machine Industry Co., Ltd. 
Nu Arc Co. (File-O-Matic) 
Nu Arc Co. (Platemaker) 


Office Products, Inc. 

Office Publications, Inc. 

Old Town Corp. 

Olin Mathieson Packaging Division 
Olivetti Corp. of America 


Paige Co. ...... 

Palson Mfg. Co. . 

Parsons Paper Division 

Paterson Parchment Paper Co. 

Peerless Photo Products, Inc. .. 

Photostat Corp. 

Pitney-Bowes, Inc. (Folding & yeas Machine) 
Pitney-Bowes, Inc. (MailOpener) . 

Plastic Binding Corp. 
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Precision Mfg. Co. . 
Print-O-Matic Co. . 
Pronto File Corp. 


Ramsey Co. .... 

Record Files, Inc. 

Regna Cash Registers, Inc. 

Rex Rotary Distributing Corp. 

Reynolds & Reynolds Co. 

Richcraft Furniture Corp. 

Rite-Line Corp. .... 

Roberts Rubber Co., “Weldon 

Rogersnap Business Forms 

Roll-O-Graphic Corp. 249 
Ross-Martin Co. 151 
Royal McBee Corp. 

(Data Processing Div., Binders) 
Royal McBee Corp. 

(Data Processing Div., Keysort) 43 
Royal McBee Corp. (Roytype Div.) 237 
Royal McBee Corp. (Typewriters) Outer Back Cover 
Royal Metal Mfg. Co. 33, 34, 35, 36 


Saunders Mfg. Co. . 130 
Scott-Rice Co. ..... 258 
Scotty Engineering Co. 235 
Scriptomatic, Inc. 253 
Sengbusch Self-Closing Inkstand Co. 242 
Shaw-Walker Co. ..... 106 
Shredmaster Corp. 18 
Smead Mfg. Co. 23 
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Elsewhere in this issue we take the occasion of 
this publication's 25th anniversary to reflect a little 
on the events and advances which have left their mark on 
the profession of scientific office management this past 
quarter-century. 


If this is a short span in the lifetime of a pro- 
fession or industry, it is truly an aeon in achievement. 
We spell some of this progress out more specifically in 
our anniversary story in this issue which our readers 
will find informative and historic, 


Today, however, we are all more concerned with a 
sober and practical look at the next 25 years. We know, 
of course, that many of our present procedures and 
products will pass out of the picture. We know there 
will be no such things as manual typewriters or adding 
machines, calculators or duplicators. We know that 


what microfilm has done to filing space is a drop in the 
bucket to what the office can expect from future photo- 
reproducing processes. We know that currently developed 
sensing methods, such as magnetic ink and optical recog- 
nition, already promise untold advances in the fore- 
seeable future. We know that the work performed by to- 
day's $2 million computers will be done by units one- 
fifth their size and one-twentieth their cost. We have 
a feeling that the present 14% ratio of office workers 
to the total American work force will climb unceasingly. 


With corporate research the successor to individ- 
ual Thomas Edisons, will the industry that made present 
day missile and rocket technology possible, build ma- 
chines that will, for example, write and calculate from 
sound? In other words, swing the pendulum back to the 
most needed of all objectives, less paperwork in the 
office. 
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Congratulations 
from 


O 
Ditto. 


@ Congratulations to THE OFFICE on its 
25th birthday. (We’re celebrating a 
birthday year at Ditto, too... our 50th!) 


Ditto and THE OFFICE are old friends. 

A Dito ad ran in the maiden issue of this 
publication exactly 25 years ago this month. 
The results were so good, we’ve been 

in it ever since. 


Best wishes to this mighty-mite 
among office journals for many more 
quarter-centuries of growth. 


Ditto. 6846 McCORMICK ROAD * CHICAGO, ILL. 


5 For fifty years, the helping hand 
for modern business 
Ditto 


For More Information Circle No. 221 





precision engineered to pay off 
right here 


... right where the type bar touches the paper. That’s where this new Royal 
Electric pays off. It pays you with writing so fine it looks cleanly, clearly 
different from the work of other electric typewriters. For the brand new parts 
of this machine make possible: 1 a more clearly etched letter than ever; 
2 a more uniform inking than ever; 3 a more accurate positioning of words 
and letters than ever. The result is better writing than ever. And easier 
writing, too. For this typewriter takes electricity and makes gq @ 
it do more for the secretary than any typewriter ever did RGYAL 
before. Call your Royal Representative. 


NOW THE NEW ROYAL ELECTRIC 


A PRODUCT OF ROYAL MCBEE CORPORATION * WORLD'S LARGEST MANUFACTURER OF TYPEWRITERS 


For More Information Circle No. 223 























